OFFICE IN 

THE SUN. _ 
Soffee break at a — 
successful office 


in the suburbs. 


Story, page 23. 
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With a chair like this... 
good posture can be a pleasure! 


This girl is in love with her Sturgis No. 972 Glidemaster because it 


induces good posture by gentle persuasion rather than by ramrod rigidity. 


There’s no law against a girl sitting correctly comfortably! 


When she sits in her Glidemaster she has full, free spring-back 
’ action and full, free swiveling. She relaxes on a coil spring seat topped 


generously with foam rubber. Into the small of her 


5 back snuggles a curved, figure-fitting, foam rubber cushioned, 
Ae 

} ‘evthle backrest* which follows her back in motion to right 
% and left. Her weight is properly distributed, her muscles are 
~<& properly supported, she sits erect, she breathes freely. 


’ That is good posture, painlessly come by! 


. P ” . : 
Sturgis chairs are engineered for keeps. You can sce 

1 } ‘ : se - 249 . 
all the quality engineered into a Sturgis chair but it’s there in full 
measure —and because it’s there a Sturgis chair is a long term 
*. investment in office comfort and efficiency. “Today the finest ex- 
ecutive, secretarial, clerical. guest and institutional metal 


chairs are being produced by The Sturgis Posture Chait 


Company, Sturgis, Michigan, 


You can't see all 

| the quality that's 
engineered into } 
Sturgis chairs. 


Sy 


* 
Ask vour Sturgis dealer to demonstrate 
the Follow-Flex back support, an in- 


genious and exclusive Sturgis feature. 


aN The Sturgis Posture Chair Compony 


~. Sturgis, Michigon 
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Theres a world of difference 
| in office furniture! 


Ask the dealer who features 


STEELCA 


to give you the facts on: 


Gains in office output (as high as 35% has been reported) 
How greatly work-flow is facilitated by 
Steelcase engineering and planning 
Seating more employees in the same area (increases as high as 25%) 
How changing job requirements are met by the 
interchangeability of desk tops, drawers and pedestals 
The effect on both employees and customers of 
new styling, colors and beauty 
How increased filing capacity can be obtained 
with decreased floor space v8, —_— 
The great money saving over a period of years Steelcase 
made possible by lifetime construction in the classified 


‘ : a . secti f 
Why leading national organizations standardize on Steelcase. Precio 
Ask your dealer for their names 


For new ideas in office planning, write for “Tooling Up Your Office” STe = LC AS e 


Business Equipment 
METAL OFFICE FURNITURE COMPANY: Grand Rapids, Michigan 


February, 1953 OFFICE MANAGEMENT AND EQUIPMENT 
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what 
makes you think 


you can’t afford 
a 
fine office? 


WHEN you add up its rich rewards . . . a finely appointed office 
is a necessity . . . not a luxury! You're bound to work better and accomplish more in a 
beautifully furnished, efficiently arranged office. What's 
more, the ‘‘prestige’’ etfect of a fine office on visitors 
has a definite ‘dollars and cents” value to your business. Why not let 
Macey-Fowler . . . who for many years have been creating offices for some ot the 
finest firms in the country . . . show you how little it costs to have a truly fine office. 


Come and see the attractive typical offices set up in our 


“model room" displays. Or, write for handsome illustrated booklet. 


Macerr fowler 


INCORPORATED 
305 EAST 63rd ST., NEW YORK 21 + 150 CAUSEWAY ST., BOSTON 14 


Fine Executive Furniture in Both Wood and Steel 
OFFICE MANAGEMENT AND EQUIPMENT February, 1953 
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Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


Smiles 


“THE VOICE with the smile” is old 
stull by now, and it is exceedingly 
bad form for the switchboard operator 
or receptionist not to herald the new 
day audibly and visibly with bright 
cheerlulness. 


The propaganda she _— dispenses 
ought to have more effect than it 
does. To many office folk her cheer- 
fulness has become routine—a minor 
incident on their gloomy road to the 
desk and the day's responsibilities. 


Take Monday—the day that so fre- 
quently earns the adjective “blue.” 
Suppose that on that day all those 
in management on whose smiles on 
frowns the mood of the office depends 
could pick up a smile as they enter 
and carry it along, in the interests 
of efficiency as well as good will! 


The physical environment of office 
work gets careful consideration but 
the spiritual environment is usually 
left to chance, with the result that 
many offices praised as ultra-modern 
function in an atmosphere of depress- 
ing tenseness. 


+ - 
Z ¥ Member of Audit 


O\, ~~ Bureau of Circulations 
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Associated Business Publications 
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So You Buy a 
Duplicator—Then What? 


. Good equipment alone does not make for modern 
office mechanization. 


Business organizations buy duplicators to make 
copies—to save time and to save money. But suppose 
inept operation takes extra work-hours that increase 
cost. Suppose supplies are wasted. And suppose 

the copies are second-rate. These things can 
happen—needlessly. 


. ». What management needs to know. 


The worthwhile savings that are possible with a 
modern duplicator hinge on people and time. In short, 
the savings depend on proper instruction. As with 

any equipment, maximum savings come when 

the machine is used up to its maximum efficiency. 


That brings into sharp focus the responsibility of the 
salesman who sells you the duplicator. 


To be of real value the salesman must be able 
and willing to instruct your people in the 

new tec hniques of MODERN duplicating ... and 
keep right on with that instruction as new 
developments come along. 


That kind of instruction “comes with the machine” 
when you buy an A. B. Dick mimeograph or 

spirit duplicator. It is the day-in and day-out work of 
the A. B. Dick Company distributor salesman. 

He has practical knowledge of what the equipment 
can do and how the work is done. [t is the 

practical knowledge that comes from first-hand 
experience with actual applications. 


And so here is a suggestion. If you are not enjoying 
the worthwhile savings possible with MODERN 
duplicating, call your A. B. Dick distributor. 

You'll find him listed under Duplicating Machines 
in the classified section of your phone book. 

A. B. Dick mimeograph products are for use with 
all makes of suitable stencil duplicating products. 


<= A-B-DICK 


THE FIRST NAME IN DUPLICATING 


IMPANY, 5700 TOUHY AVENUE, CHICAGO 31 


» 1LLINC 


ro ote sey the way. 


| OUT-OF-TOWNERS INVITED 
TO ‘TOUR’ OFFICES VIA 
| HANDSOME PICTURE BOOK 
If you’ve just opened new offices— 
or redecorated and refurnished former 


ones —you’re undoubtedly proud of 
the new look. You’ve undoubtedly held 
a “housewarming,” and since then have 
taken each new visitor on a guided tour 
of the establishment. 
Sut what about friends and custom- 
or clients in distant cities, 
didn’t make the housewarming, 
don’t as a rule drop in? 

That was the public relations prob- 
lem faced by Putnam Publishing Co 
Chicago. 

After deliberating a while, Putnam 
decided that if not all its acquaintances 
could be ushered through 


ers who 


and 


of 


their 


new 


Eye-catching cover of Putman’s book 


offices personally, they could be shown 
the place via brochure. The hand- 
somely printed booklet they devised is 
invitingly titled Please ( In, 
leads off with striking cover 
looking up the stairwell of the 
Putnam home. 

The first inside page carries 
ture of the building’s main 
The raised metal letters on 
are the first indication of 
lished the pamphlet. Above 
appears the legend: 

“May we show you through our new 
offices? 


ome and 
photo 


new 


a 


pic- 
entrance. 
its front 
who pub- 
the picture 


a 


’ 
5 


“Though we acquired this building 
almost two years ago... and moved in 
more than a year ago... it has taken 
many months to complete our plans 

“Now we are settled and pleased to 
have you visit us.” 

From that point on, the pamphlet 
“guides” the reader through the entire 
building, office by office, department by 
department, introducing key personnel 
Text is bright and read- 
able, informative without being ex- 
hausting.. In another section the book 
cleverly, introduces out-of-town repre- 
sentatives, a subtle means of illustrat- 
ing the organization’s size and scope. 

The brochure ends on the same 
directly personal note with which it 
begins: the final invitation, “Please 
come visit us again... is set 
over a small map showing the build- 
ing’s location with respect to promi- 
nent Chicago landmarks. 


” 
soon, 


1953 


February. 
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THAT | NEW| FASHIONED he 
* S 
ie . 
ees 
EDISON | TELEVOICE |! 
in small offices and | sf 
in small offices and large! a 
A\V/ ! 
herever you have people who “put it in z 
writing. depend on TELEVOICE to deliver real ae 
economy. You save money —with 3. 6. even 20 
low-cost dictating phones in a network served ‘a 
by one recording unit. one secretary. ... 
And you save time: that TELEVOICE phone on 2h 
your desk gives you the fastest service you've ever ib 
iy . : aa 
known —and it’s so downright e-a-s-y to use. ee 
Just pick it up and dictate. a} 
Over 1.000 new users a month are turning hy ee 
to new-fashioned TELEVOICE ... from small “lee 
3-or-4-man offices... to business giants like ae bcs 
General Electric. United States Rubber, ’ A 
Procter & Gamble. Borden's. Esso. “ft 


Vutual Benefit Life. IHlinois Central. 


Average cost per dictator served: S141. 


Pie: 
cl ee 
ee 

Q Edison. ‘hy 
INCORPORATED in 
ie 
& 
Te a 
a8 
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EDISON TELE VOICEWRITER 
The Televoice System 


BRWCBPB BBB BBB BBB BBBBBBBBBBBBBBSBEE EEE EE 


Read 


EDISON | Ediphone Division 5 34 Lakeside Aves. W. ¢ range. N.J. 


’ ‘ 
this eye-openin 7 
r P 4 ‘I OK send me 4 LINE ON TELEVOICE “ 
booklet! Shows how TeLevorce gets faster a Title Se 
action. with greater ease, at lower cost. No obli- ; < 
gation— just send coupon, filled in or clipped Company ie 
to letterhead. Or phone nearest EDISON ; Co ; vs 
\V OICEWRITER representative for demonstra- ‘ os vo 
tion (see yellow pages of phone directory). ; City . Zone State iS 
February, 1953 OFFICE MANAGEMENT AND EQUIPMENT 7 it 
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SHOW ‘IMPROVEMENT' 
CPA SURVEY INDICATES 


Large corporations are shying away 


from terms like “earned surplus” in 
their year-end reports. They now prefer 
“retained earnings.” It sounds better 
that way. This trend—along with oth- 
ers pointing to increased use by corpo- 
rations of the “LIFO” method of in- 
ventory valuation, and an accelerated 
rate of amortization for their defense 
facilities—was indicated in a survey 
published recently by the American In- 
stitute of Accountants, 270 Madison 
Ave.. New York. The survey, titled 
Accounting Trends and Techniques tm 
Corporate Annual Reports, covered 600 
firms and the yearly statements that 
each issues. It asserted that its findings 


ANNUAL COMPANY REPORTS 


reveal an “improvement” in the way 


According to Carmen G. Blough, who 
conducted the study for this national 
professional CPA society, 31 per cent 
of the corporations surveyed now em- 
ploy the LIFO (last-in-first-out) sys- 


inventories, as against 19 per cent two 
years ago. The LIFO method operates 
on the assumption that goods most re- 
cently obtained are the first to be sold 
or used, that older untouched material 
“at the bottom of the pile’ has remained 
there idle because newer goods have 
continually been “placed on top of it.” 


“importance” of government contracts 
to the American economy. Of the tirms 
surveyed, 60 per cent had obtained gov- 


‘| never dreamed figuring was so simple as on a Marchant. 
“Take multiplication...getting the answer is easier than writing it down. 


“My Marchant multiplies automatically and with one less step 


than other calculators. 


“What's more, it’s the only calculator where | can check all my figures — 
multiplicand, multiplier and the answer—at the end of the problem.” 


MARCHANT sence 


The MARCHANT MAN in your phone book is ready to 
show you, on your own work, that MARCHANT is the 
simplest calculator to operate, yet delivers the highest 
figure output. Call him or mail this coupon with your 
business letterhead to get your FREE... 


Guide to Modern Figuring Methods Oo 
Illustrated Booklet about Marchant Calculators 


MARCHANT CALCULATORS, INC. - Oakiand 8, Californi 


peeccenenennnnnnnennnnee 


MARCHANT’S MANY 
EXCLUSIVE FEATURES 


One-Hand Keyboard 
Control 


Complete Three-Dial Proof 
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ernment contracts, while near!. half of 
these received “certificates of necessity” 
permitting them to accelerate the amor- 
tization of defense facilities on a tive- 
vear basis. 

Reflecting the trend toward pension 
and retirement programs, 24 companies 
among the 600 surveyed reported the 
adoption of such plans. Fifty-one dis- 
closed the amendment of existing plans, 
generally for the purpose of increasing 
benefits. Existing plans were continued 
by 276 others. 

AIA’s 244-page survey contains over 
100 statistical tables as well as 1,500 
illustrative examples drawn from cor- 
poration reports. The price: $10. 


WHAT DOES TYPICAL 
BUSINESS LETTER COST? 
ONE ESTIMATE: $0.9191 

In a recent issue of “Desk Sheet,” a 
publication of the National Stationery 
and Office Equipment Association, the 
following estimate of the cost of a busi- 
ness letter was presented. The work 
of Homer Smith, director of product 
education for NSOEA, the break- 
down is presented herewith in its en- 
tirety: 


o/) 2222 
re SOLIS 35 


per letter) 
Stenographer .......... 0.3333 
($40 for 40 hours, 24 letters 
a day including time for 
dictation ) 
to a | Sh eae a . 0.1667 
(Pro-rated at 25% of labor 


cost) 

Mailing ..... a at hd tants teed 0.0357 
(Postage, gathering, sealing, 
etc.) 

RN ea oitiata haa. WS ... 0.0162 


(Clerical costs, supplies, etc. 

Stationery Pei talias ib ai 60 OMEae 
(25% rag letterhead, @ $4 
ream; matching envelope, @ 
$4 ream; one onionskin 
copy, @ $3 ream) 

DE so aac naxbewnie he keane 0.0017 
(Used 6 weeks, $1.25 each) 

eee eee 0.0010 
(One sheet, used 24 times, 
$2.50 per box of 100) 

OS ee rere siesernn > See 
($175 secretarial, 10-year 
accounting life) 

CR creed hg td sy alse ene . 0.0008 
($50 posture chair, 10-year 
accounting life) 


Bi, errr ter 0.0056 
($175, 5-year accounting life) 
co iret rt ree tyre $0.9191 


For each $10-a-week increase in sal- 
ary for the dictator, add .0417 to the 
cost of the letter. 

For each $5-a-week increase in the 
salary for the stenographer, add .0521 
to the cost of the letter. 

These figures include the overhead 
prorated at 25% of the salary. 

(Headquarters for the National Sta 
tionery and Office Equipment Asso- 
ciation are at 740 Investment Building, 
Washington, D. C.) 


February, 1953 
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mows FRUEHAUP Vraiters 
<Q 


ine 0. cup off coffee $ 


“Engineered Transportation” is more than a motto at 
Fruehauf Trailer Company. It stands for the skill 
and efficiency of men and facilities, that make Fruehauf 
the world’s largest builders of truck-trailers. 


It also shows why Fruehauf employs Rudd-Melikian ae | 
automatic hot coffee service. As thousands of progressive me: 
business and industrial firms know... R-M coffee dis- eR 
pensers engineer important increases in employee morale : 
and efficiency. And R-M coffee service, in plant or office, 

reduces losses resulting from employee fatigue, absentee- 

ism and turnover. 


Whatever your business, learn how America’s leading : 
companies, large and small, solve the coffee problem. eal 
Whatever your business, learn the benefits of R-M dis- ik 
pensers, serving flavorful, stimulating, 100°, pure Kwik- 
Kafé Coffee to increase productivity, reduce accidents . . 

to save hours and dollars. 


PROFIT BY MODERN ON-THE-SPOT 


AUTOMATIC COFFEE SERVICE 
RUDD-MELIKIAN, Inc. 


Eliminate the mess and MANUFACTURER OF THE WORLDS MOST COMPLETE 


waste of dangerous, 4 , LINE OF AUTOMATIC COFFER DISPENSING FOLIPMENI 
old-fashioned methods. pb! 
1949 NORTH HOWARD STREET 

PHILADELPHIA 22, PA. lg 


Eliminate expensive, 


time-consuming _ inter- 


ruptions to production. SEND FOR FREE INFORMATIVE LITERATURE 


Eliminate cost and in- f \j 
convenience of out-for- : , RUDD-MELIKIAN, Inc. he 
coffee trips and de- = 1949 North Howard Street ae 
mands on personnel. Philadelphia 22, Pa. 
Please send me informative litercoture. 
Please have your local R-M representctive 
contact me for an appointment to moke 
recommendations for R-M automatic coffee 
service to meet our requirements. a \y 
f 


Name 


Title . t _ 


Company 


Address Pt 

hy 3 

a 

. . ae 
WhuTver grr, Coniraas, coffer, is 0 Real of pour Toda 4 
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HOLDS a7) 


MORE INK 


(than ordinary fountain pens) 


Finger grip 
never touches ink. 
No chance for ink 

to touch you. 


TO SELECT OR REPLACE Gene's ALL YOU DO 


CHOOSE 

the right Point 
for the way 

you write — 
by number. 


“Ink-Locked” 
against accidental 
spillage. Can't leak. 

i Won't flood. Easy 
pe to clean as a 


Single and double sets in 
service and executive models 
to harmonize with any desk. 


Only a few 


of the more 


|\ 


“444” DESK PEN SETS 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 
THE ESTERBROOK PEN COMPANY OF CANADA, LTD. 
92 FLEET STREET, EAST; TORONTO, ONTARIO 


OPYRIGHT 1959 


THE ESTERBROOK PEN COMPANY 


BOOKS AND PAMPHLETS 


Much has been written about the 
new, almost uncanny world of electron- 
ics, about the great lightning-fast cal- 


| culators that electronics has made pos- 


OFFICE MANAGEMENT AND EQUIPMENT 


sible, about future ofhces—and to a 
greater degree, factories—run entirely 
by machines. So far, however, little 
has been said about the vast economic 
and social changes that this “second 
Industrial Revolution” may effect. 
Little attention has yet been paid to 
future consequences of the electronic 
age in terms of jobs, prices, standards 
of living, and increased leisure time. 

John Diebold, a management con- 
sultant with Griffenhagen & Associates, 
Chicago, approaches this subject from 
a business point of view. In his book, 
Automation—The Advent of the Auto- 
matic Factory (181 pp., D. Van Nos- 
trand Co. inc., N. Y., $3), he presents 
a popular survey of the machine-run 
future, of the obstacles it holds for the 
businessman, and possible courses of 
action the businessman might follow to 
overcome them. 

(“Automation” is a word coined by 
the author to denote “both automatic 
operation and the process of making 
things automatic.”’) 

In dealing with the problems of re- 
adjustment and rethinking that auto- 
mation will demand, Mr. Diebold ana- 
lyzes several present-day cases of semi- 
mechanization in offices and factories. 
He examines problems that already dis- 
concert management in these highly- 
mechanized work-places, and the pro- 
cedures management has adopted in its 
effort to counteract them. Considered, 
too, is automation’s long-run effect on 
the worker—on his productivity, his 
possible “upgrading” or “debasement,” 
his material possessions, his birth-rate, 
death-rate, and culture 

Mr. Diebold’s book is challenging, 
timely, and of prime interest to busi- 
nessmen who are concerned with the 
future, and the prodigious things it 
holds in store 


Productivity—that is, product output 
as compared with labor input—is likely 
to become “the most critically impor- 
tant” new concept in the field of labor- 
management relations for years to 
come. 

With this forecast, the Eddy-Rucker- 
Nickels Co., management consultants 
of Cambridge, Mass., introduce their 
recently published report, Progress in 
Productivity and Pay. This 72-page 
study of what may soon become a 
“dynamic new ingredient” in wage re- 


| lations, covers the over-all manufactur- 


ing picture in the United States from 
1914 to 1947, A factually comprehen- 
sive account of the end-results of im- 
proved productivity, of the way the 
fruits of productivity have been shared 
in the past, and of possible significant 
changes in future labor-management 
strategy, the study is termed by its 
authors “a continuing research report 


(To page 12) 


February, 1953 


Ww a | fe” og, TIMMS SR oh cae Tae 2 Rel cea” FAT, Lae a ae oe irae ae a 
Bice. .* I Rak 2 i Eyes ae. a a i ae ie a . a “a. Coa iy 4 aa 
te al ey P > ; ; 7 i 
| 
: | eee 
te _ 
te | 
ich 
we esoniiinn | 
“a Ze 4 | / 
cis ’ \ | 4 
18 Y / 
8 \ | / 
i \ / 
/ 
at: ' | / 
Bek \ / / 
8 \ inp = =/ 
i \ | / 
\ oy / 
/ 
\ p 
oy 
| i 
me f 
. 1@ 
saucer. ¥ 7 
aaa ‘ 
aa \ 
"i ay ‘ y L > 
Sera \ / Y, A) Al “ 
path: \ / ; 
i. \ FS MP oe 
ne RS Yh 2 4 4 
oo. as > Ag 
7 © & y 
s = | ie 
me a) Jaa cm 14 
xf ae ‘ede <3 os? 
=—— ~ ee ee * 
ee Z SS za y ce 
. \ Nn F 4 a 
Te a So EAD) 0. 184 Gicynctnre Gtk 
+ ~ Ss FTA ey 
SS S ~ = EEE-™ZAZA 2 
a4 ee jan SSS BA” im | 
7 popular points shown SS SS eE No. 9559 > 
; 7 ate ver | 
Fe Z Fi By 8 . . & Wes , 
% 9 ety ZA & YX Ny Mae 
‘ : NY wy & \ s >. 
aaa . ; S poe 
sa . ‘ , ¢ Y\ <= “ag 
4 ; t SS | “es ~ 
a : ‘ 8 p ee 
2 < SS : 
a ® 4 
3 ee 
. 
Ss 
: ee 
eae 
ag: | 
< v ill SS 
ae 10 ee PE 
_. 
“ae pe , F i } 1 ' : Z ‘ fs 
i + eee) | “ag “0 SF aes ee ra [i LP gs Sekt ae ret) Pace : Soe, 
/- ie ee. a i oe ‘sae far —_— PY Se 2 ot ee oO vee oe Sy) an 


You greatly simplify your ordering 


fine reproduction papers from the famous Hammermill line. And because they 


are Hammermill papers, you can 


HAMMERMILL 
MIMEO-BOND 


America’s most popu- 
lar watermarked mimeograph paper. Produces 
5,000 or more clean, legible copies from a 
single stencil. Absorbs mimeograph inks 
quickly, takes pen writing without feathering 
or striking through. In white and seven like- 
sided colors with matching envelopes of 
Hammermill Bond. 


OFFICE MANAGERS: Save Time, Save Money With 


e Versatile Hammermill Line 
of Office Printing Papers 


provide bright, crisp, all-round superior reproduction jobs every time! 


and stocking by relying on all four of these 


count on each of these excellent sheets to 


HAMMERMILL 
DUPLICATOR 


Produces good copies 
on either spint- or gelatin-type machines. 
Using the machine and Hammermil! Duplica- 
tor, one girl can quickly turn out hundreds of 
clear, bright copies that retain their brilliancy. 
In white plus five handsome colors, with 
matching Hammermill Bond Envelopes. 


NEW 
HAMMERMILL 
TRANSLUCENT 


Developed for use by 
office operators of direct-print—‘‘Whiteprint”’ 
—miachines. Made in a clean, pleasing white, 
it has a smooth, uniform surface for printing, 
typing, writing or drawing . . . is ideally suited 
for preparing all types of whiteprint masters 
at moderate cost. 


i 

= Q t s g New Masthead Kit of 
e Hammermill Papers | 

containing striking, | 

practical masthead specimens on Ham- | 
mermill Mimeo-Bond, Hammermill | 
Duplicator and Hammermill Translu- | 
cent, and a sample book of Whippet 
Mimeograph. Send for yours today. | 
| 

| 
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WHIPPET 
MIMEOGRAPH 


This unwatermarked 
sheet was developed by Hammermill to pro- 
vide a paper that will constantly produce clear, 
sharp duplicating work at 
minimum cost. Available 
in white and six eye- 
pleasing colors. 


Hammermill Paper Company 
1471 East Lake Road, Erie 6, Pennsylvania 


/ 


Please send me the Hammermill Masthead Kit 


Name___ 


Position 


Please attach to, or write on, vc 
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BOOKS AND PAMPHLETS 
(Continued) 


based on the official U. S. Census of 
Manufactures.” 

American industry, in the 34 years 
covered by the study, has increased 
man-hour productivity 16] per cent. It 
has increased real wages 157 per cent. 
It has expanded its total output 277 
per cent, or at a rate 3.6 times faster 
than the population growth. 

Also reported by the publishers were 
conclusions that from 1914 to 1947 pro- 
ductivity increases had permitted a 
steady reduction in consumer prices 
relative to current wage rates, that 
real employment (man-hours of work) 
increased 44 per cent, that business 
owners accrued virtually all their gains 
from expansion of output, but that 
“little or nothing [was gained] from 
price increases, or from labor ‘savings’.” 


What do the authors regard as the 
future effects of American productiv- 
ity? How will 1960, for example, com- 
pare with 1947? For one thing, they 
believe, 1960 will see a gain in man- 
year productivity of about 34 per cent. 
The authors also forecast: 

1. An increase of 34 per cent in the 
average annual income per worker 
without inflation. 

2. A continued reduction in the com- 
petitive prices of manufactured prod- 
ucts relative to hourly wage earnings, 
which will make such prices 32 per 
cent relatively cheaper on the average 
than they were in 1947, 

3. Marked expansion in factory out- 
put volume to a level 69 per cent above 
that of 1947, iargely through the com- 
petitively lower prices made possible 
by improved productivity. 

4. An increase of 43 per cent (in 
terms of manufactured products) in the 
per capita average standard of living, 
even with the estimated rise in popula- 


ASSEMBLED AUTOMATICALLY 
with te new 


24,000 sheets per hour 
assembled by one 
semiskilled operator 


Keep your skilled people on their 
proper jobs—let the Macey 
Collator do your gathering and 
assembling chores. One semi- 
skilled operator can set up 

a job in 15 minutes, then 
gather 24,000 sheets per 

hour. Time, man-hours and < 
money saved. (The Macey 
Collator pays for itself very 
quickly.) We will welcome a 
chance to demonstrate just what 
this machine will do for you. 


Distributed by 


HARRIS-SEYBOLD 


Collator. 
# y a, y Name 
Firm 
ao Address 
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hit fr dis 


‘DRO Se Page eee 
Harris-Seybold Co., Dept. C 

Cleveland 5, Ohio 
Please send me details of the Macey 


Cay____ 


ee | 


Zone___ State 
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tion to 169,371,000 by the vear 

5. An increase in employment pro- 
portionate to the growth of population, 
or 18 per cent above 1947—enough to 
provide 2,158,000 new full-time jobs. 

Comments Eddy - Rucker - Nickels: 
“These figures are not fantasy. They 
demonstrate the vast gains possible 
through relatively small annual incre 
ments compounded over a period of 
13 years. They represent only the 
average, not the best productivity im- 
provement of the period 1914 to 1947. 
If we but raised our sights a little and 
attained an average annual productivity 
improvement of 3.66 per cent, then by 
1960 manufacturing industry on the 
average could: a) reduce average work 
hours to 35 hours weekly; b) increase 
average annual incomes 41 per cent 
over 1947; c) improve the per capita 
scale of living 43 per cent: d) increase 
job-opportunity as fast as population 
grows; e) and free from the need to 
work some 1,400,000 persons otherwise 
required for the same aggregate out- 
put.” 

The study includes chapters on wage- 
price and price-wage spirals, on pro- 
ductivity after both World Wars and 
during the Depression, and includes 
abundant statistical tables. Price: $2.50. 

The “follow-up” system, a technique 
long familiar to salesmen, is suggested 
as a means of reducing expensive per 
sonnel turnover in Selecting Office 
Workers, a bulletin issued recently by 
the University of Hlinois, Urbana, IIL. 
Author Robert L. Peterson, a member 
of the university’s business manazge- 
ment service at the College of Com- 
merce and Business Administration, 
estimates that it costs the average com- 
pany $100 each time one of its office 
employees is replaced. 

The follow-up idea advocated by Mr. 
Peterson consists of two practices: 

1) Interviews with new workers at 
given intervals after employment, 
usually three months, six months, and 
one year after their hiring. (During 
these interviews, the author explains, 
a supervisor should talk privately with 
the employee, asking his reactions to 
the job and the company, and suggest- 
ing ways in which any problems may 
be overcome.) 

2) Follow-up reports to the employ- 
ment office in which the supervisor ex- 
presses his satisfaction or dissatisfac- 
tion with the employee. (With this in- 
formation, the author continues, the 
personnel manager is better able to 
evaluate the original placement of the 
employee, and can more knowingly 
shift him elsewhere if his first job as- 
signment was not successful. Then, 
too, the personnel manager can take 
steps to change conditions which may 
be causing difficulties.) 

Additional 


techniques discussed in 
the new 


bulletin include recruiting, 
screening, testing, interviewing, selec- 
tion, placement, and employee orienta- 
tion. The bulletin also features a com- 
prehensive listing of employment tests 
for office workers. 


Single copies are 
available at no cost. 
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ot Op organize your paperwork 


Here is a new, easier way to handle 
routine paperwork and dictation — a 
different technique that will help you 
finish faster: 

(1) Start atthe top—there’s no need 
to sort out the dictation matter; no 
need to call your secretary in and keep 
her waiting. 

(2) Read the first letter, memo or 
report. Decide whether to handle it 
verbally or in writing. 

(3) If verbal, pick up your tele- 
phone and get it done. If in writing, 


aUSAEr APH 


The world’s most versatile dictation instrument 


AUDOGRAPH® «ales and service in 180 U. S. cities. See your Classified Telephone 
Directory under “Dictating Machines." Canada: Northern Electric Co., Ltd. Abroad: 
Westrex Corp. (Western Electric Co. export affiliate) in 35 countries. Audograph is 
made by the Gray Manufacturing Company — established 1891 — originators of the 
*TRADE MARK REG. U.S. PAT. OFF. 


Telephone Pay Station, 
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pick up your Audograph microphone 
and get it done. 

(4) Go on to the next item, and 
handle the rest the same way. 

Note that you go through the 
workpile just once. If interrupted, it’s 
easy to pick up where you left off. 

You work smoothly, efficiently, 
quickly — alone, you think and talk 
easily. There is no confusion, no 
waste motion, no petty delay. And 
while you're working, your secretary 
is intercepting phone calls, getting 


data you need, or transcribing the 
work you Audographed earlier. 

Although versatile Audograph 
helps you in many ways, it has proved 
again and again that in this one func- 
tion alone — speeding your routine 
paperwork—it saves its low cost many 
times over. 

If you are interested in this more 
efficient way of working, send in the 
coupon, Try the technique yourself. 
You'll find that it _ 
really works. >| 

oy 


The Gray Manufacturing Company 
Hartford 1, Connecticut 


Please send me your illustrated Booklet S-2— 
“Now We Really Get Things Done!” 


AODRESS 
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BOOKS AND PAMPHLETS 
(Continued) 


A seven-step microfilming service of- 
fered by the business service depart- 
ment of Remington Rand Ine. is out- 
lined in that firm's newly published 
Pamphlet BSD-5. In undertaking this 
service, the pamphlet says, Remington 
Rand first analyzes a firm’s business 
records to ascertain which can be 
filmed and which destroyed, and to 
determine in advance the cost and ex- 
tent of the microfilming program. Next 
step in the procedure, the folder con- 
tinues, is the preparation of records for 
the camera. Pins, staples, clips, or 
binders are removed from all papers, 
and worn or damaged 
paired. 

The third point in Remington Rand’s 
service is the actual microfilming, the 
folder explains, an operation which is 
certified “as to authenticity and intent 
for possible legal 


items are re- 


use as evidence.” 


“Offsetting’’ (ink from a_ freshly 
printed sheet smearing onto the 
back of the next sheet) is generally 
caused by two things 
1. Improper inking conditions 
2. Improperly sized paper 
Both can be corrected. And all you 
have to do to prove that properly 
sized paper can make a whale of a 
difference is to try Eastern. 
Eastern Papers are made by a 
modern method of continuous sizing. 
This means every sheet has just the 
right amount of sizing to ‘drink in” 
just the right amount of ink. 


Next, films are indexed by name, sub- 
ject, date, or number, then processed 
for permanency “according to specifi- 
cations established by the U. S. Bureau 
of Standards.” Final two steps in the 
process, the pamphlet concludes, are 
inspection of films for “utmost sharp- 
ness and clarity,” and the indexing of 
cartons for “utmost filing efficiency.” 
The folder is available at no 
from Remington Rand’s main 
315 Fourth Ave., New York. 
Also available is a folder titled The 
Fastest Known Way to Produce Pay- 
checks, which presents a 2-point plan 
for cutting payroll costs. The plan is 
said to simplify handling of checks 
and employee earning records by 
means of 1) a new automatically- 
aligning shuttle carriage on Reming- 
ton Rand accounting machines, and 
2) new stub-checks which permit post- 
ing of workers’ earnings as they are 
written. The stub-check payroll sys- 
tem “pays for itself by savings in 
check forms alone,” the folder claims. 


cost 
office, 


With the right ink and an Eastern 
Paper, engineered for your machine, 
every copy of every run will be clear, 
clean . . . and a showpiece of office 
duplication. 

Available in cut sizes in Atlantic 
Mimeo Bond, Atlantic Bond and 
Atlantic Duplicator — all with a 
wide variety of attention compel- 
ling colors — and Atlantic Opaque 
in brilliant white. 

Write or phone for sample packets 
for your mimeograph and other of- 
fice duplicating equipment. 


EASTERN 


ATLANTIC BOND [A\uUttss PAPER 


MADE BY EASTERN 


CORPORATION + BANGOR, MAINE 


| of recent bank-account swindles, 
| gesting methods of overcoming 


OFFICE MANAGEMENT AND EQUIPMENT 


Two catalogs describing its line of 
office chairs were issued recently by 
Blair Aluminum Furniture Co., Mari- 
etta, Ga. One, The Story of Blair, lists 
not only office models, but chairs and 
tables for the home as well. It pre- 
sents, too, descriptions and diagrams 
of various construction details featured 
in the Blair line, plus pictures of that 
firm’s plant facilities and executive 
staff. The second catalog, more in the 
nature of a portfolio than a booklet, 
holds over a dozen removable 8 x 10% 
inch pictures of Blair office chairs. This 
line includes both swivel and non- 
swivel arm chairs, general utility chairs, 
and reception room furniture. Both 
catalogs are free. 


A plan for faster industrial and re- 
tail business billing procedure is de- 
scribed in a new brochure issued re- 


New brochure about billing 


cently by Diebold, Inc., 818 Mulberry 
Rd. S.E., Canton, O. Entitled Short- 
est Path Between Charges and Pay- 
ment, the free brochure explains cycle 
billing and its adaptions to both indus- 
trial and small retail businesses. 


A catalog describing their new line 
of steel Techniplan office furniture is 
currently available from Globe-Wer- 
nicke Co., Ross and Carthage Aves., 
Cincinnati. Techniplan is modular of- 
fice furniture designed to achieve 
maximum efficiency at any work sta- 
tion through the principle of L-shaped 
space utilization. According to the 
new catalog, known simply as T-352, 
this latest line of equipment is “made 
of high quality furniture steel” finished 
in gray with white metal exterior 
trim and hardware. 


Three booklets dealing with check 
protection were released recently by 
Safeguard Corp., 320 Walnut St., Lans- 
dale, Pa. 

The first, Be Wise, utilizes a quiz 
format that enables office workers to 
appraise knowledge of proper check- 
handling procedures. The second, titled 
How to Detect Forged Money and 
Forged Checks, presents case histories 
sug- 
such 
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C00D metal business 
furniture is a 
GOOD investment 
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MODE-MAKER DESKS - 


HE OTHER DAY a business man 
"lh wt an office force of 10 people 
said he no longer apologizes for the 
appearance of his office. 


“Up until three years ago, my place 
was shabby and unattractive. Then 
| lost an important account. | 
couldn't understand why until I 
learned that the customer was of- 
fended by the appearance of my office. 


“When I learned the truth, | com- 
pletely refurnished my establishment. 
The cost was less than one year’s in- 
come from the account L lost!” 


If you have to apologize for the ap- 
pearance of your office, it may cost 
you more than you think. Customer 
prestige—though intangible—is im- 
portant to your success. Employee 
productivity, employee relations, and 
absenteeism are also major factors in 
your operating costs. 


Over a 10-year period you pay a 


Must you apologize for the appearance of your office? 


minimum of $30,000 per employee 
in salary, floor space cost and gen- 
eral overhead. Isn't it wise to provide 
good tools and good Pcs, “it so 
employees will be happier and will 
produce more without expending 
any more energy? 

For from 1 to 2° of this 10-year 
fixed expense per employee you can 
provide your office with the finest 
tools and pleasant surroundings. 


Investigate GF modern metal furni- 
ture: Goodform aluminum chairs, in- 
dividually adjustable; Super-Filer, 
the mechanized filing equipment; 
Mode-Maker desks designed for each 
particular job. Learn how you can 
increase productivity and improve 
employee morale, Insure yourself 
against apologizing for the appear- 
ance of your office. 

Call your local GF distributor or 
write The General Fireproofing Co.. 


Dept. 0-14, Youngstown 1, Ohio. 


OFFICE MANAGEMENT AND EQUIPMENT 
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FIFTY-ONE YEARS OF PROGRESS 


Foremost in Metal Business Furniture 
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GOODFORM ALUMINUM CHAIRS + METAL FILING EQUIPMENT + GF STEEL SHELVING 
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BOOKS AND PAMPHLETS 


(Continued ) 


crimes. Check forging problems are 
likewise discussed in Who Said You 
Can’t Teach an Old Dog New Tricks?, 
Safeguard’s third new booklet. 


Features of TN private telephone 
systems are set forth in new descrip- 
tive material available from TN Tele- 
phone Sales Corp., 215 Montague St., 
Brooklyn. These intercommunication 
systems may be relatively simple af- 
the firm says, with as few as 
two phones, or complex set-ups with 
several hundred. An “economy-type” 
push-button arrangement is used to 
connect the 2- to 6-station systems, 
while dial mechanisms are employed 
with larger multiple-station hook-ups. 


fairs, 


4 
‘2 
# 


A feature of the ITN system is an 
“automatic locating device.” If there 
is no answer when a desired number 
is called, the manufacturers explain, 
the caller can follow through and dial 
the automatic locater number which 
will transmit a general paging code 
onto either chimes or lamps. By going 
to the nearest phone and dialing the 


same number, the person who had 
been paged is connected directly to 
the original caller, the TN Corp. 
asserts. 


Sheppard Envelope Co., 1 Envelope 
Terrace, Worcester, Mass., has issued 
a folder describing the advantages of 
their Shepco EZC window envelopes 
that feature clear acetate Lumarith in 
the openings. According to Sheppard, 
the EZC can’t be misdirected” be- 
cause addresses are clearly visible 


Cove up to 5% of your Poor space! 


“Four-in-One’ 


MORE DESK ROOM. Saves 14 to 31%, 
of floor space, provides room for 
additional personnel without in- 
creasing floor area. 


MORE EFFICIENCY. Permits employ- 
ees at separate desks to work in 
semi-privacy and without distrac- 
tions. Reduces office traffic and 
congestion. Specially designed 
translucent frosted partitions in- 
crease amount of light on desk tops. 


- 


One of several possible 
desk arrangements 
with the new “ Four- 
in-One’”’ Desk Unitizer. 


Desk Unitize 


MORE ECONOMIES. Permits reduc- 
tions in number of telephones, 
waste baskets, distributors and guest 
chairs needed. 


FITS ANY FURNITURE. Partitions and 


shelves match all desks. Easily in- 
stalled without harm to furniture. 


USED BY LEADING CONCERNS torelieve 
crowded office conditions and kecp 
floor space at a minimum. Popular 
with employees. 


FOR FULL DETAILS AND PRICES, WRITE 


KRAUS COMPANY 


STEVENS POINT, WISCONSIN 
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through the fully transparent acetate. 


The firm claims that the unclouded 
windows provide “better public rela- 
tions” for the user. The folder in- 


cludes a table of size specifications for 
the Shepco EZC line. 


“Kordarooms,” office work spaces 
built from various furniture module 
combinations, are the subject of a new 
folder issued recently by Korda Indus 
tries, 20 W. 46th St., New York. In- 
cluded in the folder are illustrated 
“case histories” of ten firms which in- 
stalled Korda furniture and, in the 
process, reportedly conserved space, 
beautified their premises, and improved 
morale. Firms mentioned as case his- 
tories include American Cyanamid Co., 
International Latex Corp., Gray En 
velope Co., Colgate-Palmolive-Peet 
Co., and Fawcett Publications. 

According to the folder, Kordaroom 
modules can be combined in over 100,- 
QOU variations, but in most cases com- 
binations cost less than $500. 


Smith-Corona Celebrates 
Golden Anniversary 

Early this year L. C. Smith & Coro- 
na Typewriters Inc. marked the 50th 
anniversary of its founding. 

Incorporated in 1903 as L. C. Smith 
and Bros. Typewriter Co., with a fac- 
tory at Almond and Railroad Sts., Syra- 
cuse, N. Y., the firm first made type- 
writers in only two models. Its first 
Model 1 machine was purchased by the 
New York Herald in 1905, and was in 
use day and night for eight years. In 
1933, it turned up in Minneapolis, still 
going strong. Now back in the posses- 
sion of Smith-Corona, the machine was 
recently operated at a speed of 180 
words per minute by Norman Saksvig, 
champion typist.” 

A merger in 1926 with Corona Type- 
writer Co., Groton, N. Y., formed the 
present company. Today, in addition 
to making typewriters, the firm manu- 
factures adding machines, cash reg- 
istering machines, hectograph duplicat- 
ors, and a line of ribbons, papers, and 
other business machine supplies. With 
general offices and a factory in Syra- 
cuse, the company also operates plants 
at Groton and Cortland, N. Y., and in 
Toronto, Canada. 


New Offices For 

Cunningham & Walsh 
Cunningham & Walsh, New York 

advertising agency, announced recently 

the opening of new offices at 260 Madi- 

son Ave. The new air conditioned 


| Premises, designed by architects Car- 


EQUIPMENT 


son & Lundin, accent the “work-flow” 
type of layout. Emphasis is also placed 
on varied color arrangements: walls 
are painted green, terra cotta, gray, 
blue, and yellow. 

Prior to moving to their new quar- 
ters, Cunningham & Walsh occupied 
offices at 40 E. 34th St. They had been 
at this address for over 25 years. 
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STICKS 6 TIMES UNROLLS EASIER ! 
TIGHTER { New high-tack Thanks to exclusive new back- RESISTS BREAKING 


Tougher, more pliable construction 


adhesive takes a good firm grip. sizing, this new tape comes off nouns o tans Get dens Geen ¢ 
Holds 6 times tighter than ever before! the roll twice as easily! . Ao taggin or: 
job without splitting or breaking! re 
3 
| ~ a 
nicnet 
Es ws 
hag 
FREE booklet shows 38 ways ta! 
° . a 8) £2, 
Tape saves time in the office! a 
READ HOW TO SIMPLIFY and speed up office oper- my “aa 
ations with the help of ‘‘Scotch’’ Brand Tapes! New - “ ; ny 
booklet is full of tips that mean faster work, neater ‘ Cellophane re 
desks and files, reduced waste. Write Dept. OM-23, ‘ eg 
3M Co., St. Paul 6, Minn., for your free copy... and _— Tape - 
meanwhile get a supply of the new, improved ‘‘Scotch”’ - | * 
Cellophane Tape! x 
The term “Scotch” and the plaid design are registered trademarks for the more than 200 pressure-sensitive adhesive tapes made in U.S.A. by Minnesota Zz ¢ 


Mining & Mfg. Co., St. Paul 6, Minn. —also makers of “Scotch” Sound Recording Tape, “Underseal” Rubberized Coating, “Scotchlite” Reflective Sheeting, 
“Safety- Walk" Non-Slip Surfacing, “3M" Abrasives, "3M" Adhesives. General Export: 122 E. 42nd St., New York 17,N.Y. In Canada: London, Ont., Can 
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Entrance to an atmosphere of fresh air... 
sunlight... and BIGELOW beauty! 


The newly redesigned Town and Country Room of 
the Lincoln Hotel, Indianapolis, is full of effective 
new decorating ideas. Carpeting, furniture, fabrics 
and wall surfaces, along with striking light effects, 
create a sun-filled, outdoor atmosphere. 


Both the Town and Country Room and its foyer 
are fully carpeted in a thick, leaf-patterned carpet 
by Bigelow. This carpet is Hartford Saxony. 

For redesigning this restaurant, the Lincoln 
wanted expert advice on every step. Lippincott & 
Margulies, Inc., of New York, was commissioned to 
do the designing. Bigelow experts were called in for 
advice on floor covering. 


The Town and Country Room is 
just one example of the valuable 
guidance Bigelow’s experts, draw- 
ing from 127 years’ experience, can 


give to hotel and restaurant men. 


These specialists know that the right carpet in the 
right place can mean the difference between profit 
and loss for a public establishment. 

You'll find the perfect solution to your carpeting 

problems in one of Bigelow’s many patterns, colors 
and weaves. Just call one of the sales offices nearest 
you. 
For special information on the wonderful acoustical 
properties of Bigelow’s carpets, write Dept. A, 140 
Madison Ave., New York, N.Y. Your inquiry will 
receive prompt attention. 


BIGELOW Rugs and Carpets 


Beauty you can see... quality you can trust ... since 1825 


Bigelow sales offices are located in the following strategic cities: Atlanta, Ga.; Baltimore, Md.; Boston, Mass.; 
Buffalo, N.Y .; Chicago, Ill.; Cincinnati, Ohio; Cleveland , Ohio; Columbus, Ohio; Dallas,Tex.; Denver, Col.; Detroit, Mich.; Hartford. 
Conn.; High Point, N.C.; Indianapolis, Ind.; Kansas City, Mo.; Los Angeles, Calif.; Milwaukee, Wisc.; Minneapolis, Minn.; New 
York, N.Y.; Philadelphia, Penna.; Pittsburgh, Penna.; St. Louis, Mo.; Salt Lake City, Utah; San Francisco, Calif.; Seattle, Wash. 
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EDITORIAL 


vr. Lincoln: 
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correct thes 
the Government is payi 
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whether that nation or any nation so conceived and so 


tt dedicated can long (endures) We Gre ne on a nf ng foe 


field of that war. We have come to dedicate a portion of pw 


Tad in the mame . 


D In 


Little, 


Leave it alone! 


NENT TIME your fingers itch for the correcting pencil when the draft of a report 
is dumped on your desk, think how little good any correcting would have done 
for one of the most outstanding reports ever prepared in an American office. 

We remember Lincoln for many things, not least of which were the brevity 
and directness of his writing. Out of these attributes, his eloquence was born. 
Eloquence is not for everyone, but brevitv and directness are attainable—and 
badly necded—in our era of swelling paperwork, much of which consists of 
unnecessary editing and expansion of what would serve its purpose verv well il 
it were not tampered with. 

Lincoln's office had no one to mess up what he had written, no typist and 
typewriter to do the revised job over, no files to expand with originals, carbons, 
and revisions—no constant increase in office costs because people felt impelled to 
make improvement where no improvement needed to be made! 
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SITUATIONS WANTED 
Secretary, correspondent, stenographer, 28, single, 
fitted by training and experience for general busi 
ness administration; seeks a real opportunity; $40 
to begin. Kg15 ‘Times. 


MALE 


IF YOU are of a certain age, possibly you saw this ad- 
vertisement in the classified columns of The New 
York Times. If you happened to be looking for a sec- 
retary at the time, you might have inserted your own 
ad. Something like this, maybe: 


I need a personal secretary with agility and fidelity, 
with education and ambition; a man who knows no 
hours when needed and offers rather than waits to 
be asked; I don’t need a valet, social companion or 
church deacon; I want a husky chap without many 
ties. Answer in full detail. W939 ‘Times. 

Why a male secretary? Chances are that’s what you 
might have preferred thirty-odd years ago. Both the 
above advertisements actually appeared in the New 
York paper. Date: April 18, 1920. 

On that date, nearly thirty-three years ago, you 
might also have noticed this ad: 


Young man with initiative to act as secretary to 
Vice President of large advertising concern; must 
be expert stenographer, accurate and prompt in 
handling details; only those who are not afraid of 


OFFICE MANAGEMENT AND EQUIPMENT 


A typical office scene in New York, at the turn of the century when men ruled the office roost . . . 


WHAT EVER HAPPENED TO THE MALE SECRETARY? 


By ALVIN M. HATTAL 


work need apply; salary moderate in the beginning, 
but splendid chance for advancement if you have 
ambition to fit yourself for bigger things. Apply to 
Mr. Adams, 8th floor. 


THE BINGER CO. 13 West 13th St 


‘Twenty years earlier, on April 1, 1900, the flavor of 
such advertisements was more like this: 


Secretary and Companion—-Gentleman (30) good 
appearance, possessing tact, prudence, and execu- 
tive ability as secretary and general factotum to 
lady or gentleman. Exceptional references. Box 
143 Times. 

To be sure, women were also in demand for secre- 
tarial and stenographic work. Over in the females- 
wanted columns, for example, appeared: 

Wanted—Lady typewriter. W. Box 134 


‘Times 
Office. 


Today, the supply and demand for male secretaries 
is quite a different story. The number of help- and 
situations-wanted ads regularly carried in the same 
newspaper has multiplied hundreds of times. Yet, a 
look at a recent issue reveals a grand total of ten male 
secretary-stenographers and seven just plain stenogra- 
phers wanted, while only nine men sought a position 
as secretary or secretary-stenographer. This was on a 
Sunday, always the biggest day for classified ads of this 
type. On the following Sunday, the help-wanted col- 
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. . « while today—the central stenographic pool at the Equitable Life Assurance Society’s home office. 


umins listed just six openings for male secretaries and 
thirteen for male stenographers; the number of men 
looking for such jobs was down to eight. On both 
these Sundays, secretarial listings in the female section 
were too numerous to count. 

How come this changer What has become of the 
male secretary since the turn of the century? 

Time was when the male secretarv was the rule 
rather than the exception and “the path to a good 
executive position lay straight before the young man 
who had got himself a position as secretary to an 
executive.”” What's happened to this formula? More 
important: why? 

Apparently, fewer men these days seek either a 
career as a secretary or to use secretaryship as a step- 
ping-stone to bigger things. Yet it is significant that 
three of the nine male job-seeking secretaries advertis- 
ing in that recent issue of The Times asked for a 
starting salary of between $7o and S80 a week and 
one asked for $125. 


Is it true, as many young men feel, that employers 
simply prefer females for this kind of work? 


Not according to some schools that specialize in 
training students for this field. As recently as last 
March, Mrs. Helen Palmer of Packard Junior Col- 
lege, New York, a leading secretarial school, stated: 

“The demand for male secretaries and stenogra- 
phers is much greater than we can now fill. We could 
place many more than we do if we had the qualified 
students.” 

The Merchants & Bankers Business and Secretarial 
School, New York, has an even fuller explanation. 
Says John S. Bethell, business manager: 

“Many men do not study secretaryship because they 
feel it is feminine work. Consequently, employers, 
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unable over the years to find qualified males, have 
grown used to females. Male secretaries, in turn, find 
less and less jobs open to them. It’s not surprising, 
therefore, to find women holding down go per cent 
of the available secretarial jobs.” 

Arguing against this viewpoint, however, are the 
results of a small survey conducted among men en- 
rolled during the summer of 1950 at Columbia Uni- 
versity. Only 6 per cent of those who had not studied 
shorthand, for example, said they by-passed that study 
because “it is exclusively a woman's subject.” The 
majority said they “just hadn't thought of it,” o 
“lacked information on the subject,” or “didn’t realize 
the possibilities.” 

Conceivably, a potential male secretary might be 
discouraged by the apparent lack of promotion possi- 
bilities. Theoretically, a male stenographer’s climb up 


THE RECORD SINCE 1900* 


Here is a comparison of male secretaries, stenographers, 
and typists as against their female counterparts since the 
turn of the century. Notice that while his group has in- 
creased numerically over the years, the male secretary 
occupies a steadily diminishing percentage of his field. 
Year Male... %of Total Female Total 

1900... 26,000 . 23.2 86,000 112,000 
1910 53,000.... 16.8 263,000 316,000 
1920.... 50,000.... 8.1 565,000 615,000 
1930.... 36,000.... 44 775,000 811,000 
1940.... 78,000.... 6.6 1,096,000 1,174,000 
1950....100,000.... 6.25 1,500,000 1,600,000 


* Based on Census Dept. figures. 


What happened to the male secretary— 
and why? 
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the ladder is usually by way of private secretary, to 
head or supervising stenographer, to office manager. 

According to executive and employment managers 
cited in a recent article in Today's Secretary, however, 
male secretaries actually follow quite a different pat- 
tern of advancement: 

“The secretary serves an important executive. The 
executive gets to know and trust the young man. He 
trains the young man to his way of operating the busi- 
ness. He delegates to the young man an increasing 
number of extra responsibilities, in addition to his 
normal secretarial activities. He makes him his per- 
sonal assistant. He sends him on special missions, 
probably employing another stenographer to relieve 
his young assistant of many secretarial duties. After 
the young man has served as an executive assistant for 
a while, he is placed in a junior executive position 
that the superior wishes to fill with someone whose 
judgment, experience, and allegiance he knows are 
trustworthy, From the junior executive position, the 
young man—blessed with inside knowledge of the 
company’s operation and encouraged by the sponsor- 
ship of the top executive with whom he has worked— 
advances to become a department head, a senior 
executive, and possibly in due time an officer of the 
firm.” 

Not all male secretaries work for top executives, of 
course. Some are blind alley jobs. There are com- 
panies, like those in shipping, packing, mining. and 
other heavy industries, that prefer men who can pitch 
in on the loading platform or who are simply more 
suitable in that line of work. But many men do start 
right out under a “big wheel,” in some cases because 
their employers prefer the convenience of a male sec- 
retary, particularly as traveling companions. For this 


Many of today’s top executives and company oflicer= 
started their business careers as stenographers 
By Ewing Galloway, N. ¥ 


and similar reasons, some employers will hire only a 
man secretary. 

A number of well-known men came up this wav. 
Showman Billy Rose was once a secretary to Bernard 
Baruch. Bruce Barton, Irving Thalberg, Peter B. 
Kyne, Woodrow Wilson, and even James Madison, 
began their executive careers by serving other impor- 
tant men first. 

Some clues as to why men do or do not take up 
stenographic and secretarial work may be found in an 
objective study made a few years ago by Miss Estelle 
Popham, of Hunter College: Of twenty-five men (in- 
cluding thirteen stenographers, seven non-stenogra- 
phers, and two who had switched to stenography) 
replying anonymously to a questionnaire in one sec- 
tion of this study, twenty-two stated they felt that con- 
tact with executives was an aid to advancement. Of 
the remaining three, one disillusioned young man 
said: 

“When a man becomes a good stenographer, his 
employer invariably is reticent to promote him and 
break in a new stenographer. With few exceptions, 
shorthand will retard his advancement. I wish IT had 
never seen a shorthand character.” 

\ second man reported this experience: “In my 
third position, I was the only person in the ofhce who 
knew shorthand and who could take dictation, and I 
lost out on two opportunities for advancement as my 
emplover did not wish to break in a new stenogra- 
pher.” 

Said another: “A stenographer does the ‘pick-and- 
shovel’ work of the office and he, like the assembly 
man on the line of the Ford Motor Co., is so busy 
doing his little detailed job that he has not had a 
chance to study the job ahead.” 

(The possibility remains, of course, that these re- 
spondents failed to evaluate their capabilities cor- 
rectlv.) 

One man summed it up this way: “Men stenogra- 
phers either advance rapidly or not at all.” 

Among the conclusions which Miss Popham drew 
were these significant ones: 

1. Shorthand can best serve the voung man as an 
entering wedge into the business office. and he will 
probably advance farther if he shifts to other types of 
work as rapidly as feasible. The salarics of men secre- 
tarics, however, compare favorably with those of men 
holding other ofhce titles. 

g. As a stenographer, a young man has an oppor- 
tunity to learn the business through contact with ex- 
ecutives and access to the files. However, he actually 
learns business and not a business, as those in stenog- 
raphy tend to move to unrelated types of business 
quite as much as do the non-stenographers. 

3». Because stenography is regarded as “women’s 
work,” a derogatory attitude toward the man stenogra- 
pher has developed which has caused him to dislike 
his standing among ofhce workers. 


« 


j. Men who enter non-stenographic positions re- 
quire more in-service training than do stenographers. 
These observations, then, may furnish at least a par- 
tial answer to the question of what has become of the 
male secretary. To interested office executives, they 
may also explain “why.” 
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Airview of the Sunset Magazine building and grounds 


One year after moving from city to suburb, Sunset 


magazine reports complete satisfaction with its— 


OFFICE IN THE SUN 


WHAT HAPPENS to an urban othce when it moves 
to the suburbs? After the first initial adjustments are 
made, do any basic changes take place in the charac- 
ter or personnel of the ofhice? 

\ccording to Sunset Magazine’s expericnce, the 
do—and the changes are beneficial. Sunset moved its 
editorial and publication offices trom metropolitan 
San Francisco to suburban Menlo Park a little more 
than a vear ago. Today, it is demonstrating its com- 
plete satisfaction with the results of the move in the 
most tangible way possible: it is planning to expand 
its suburban offices. It reports too that initial layout 
planning was so well conceived that the addition will 
incorporate most of the same features as the original 
othces. 


Sunset has found too that office morale has im- 
proved since the move to the suburbs and—one of the 
most important effects—that new employees of highly 
satisfactory calibre can be found more easily in the 
new location than in metropolitan San Francisco. 
This is attributed partly to the general character of 
the area in which Sunset established itself, and partly 


Gardens serve a dual purpose 
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to its proximity to Stanford University which has 
consistently proved to be an excellent source of top 
quality employees. 

A regional magazine dedicated to “Western Liv- 
ing,” Sunset believes in practicing what it preaches. 
When it was first decided to move its editorial and 
publication ofhces to the suburbs, it was also deter- 
mined that the new building would carry out in as 
many details as possible an idealized picture of a 
California country home. 

Thus, instead of a conventional office building, 
adapted to a suburban setting, Sunset built a one- 
story, ranch-tvpe structure, designed in every way 
like a home—except that the building is at least, 


Board room and “outdoor” barbecue are 
in the building’s executive wing 


Bookshelf-files act as “dividers” between individual offices 
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twenty-five times the size of the average private house. 

This is picturesque—but is it practical? In Sunset’s 
case, yes. Perhaps the average office has no need of 
an enormous kitchen, but Sunset, devoted to “West- 
ern food and its preparation” needs kitchen facilities 
in which its food editors can test recipes before rec- 
ommending them to their readers. An outdoor bar- 
becue arrangement is equally useful. 

Similarly, the gardens that occupy four acres of 
the seven-acre site serve utilitarian as wel) as orna- 
mental purposes, since experimental areas for testing 
fruits, vegetables, and flowers are maintained as an 
aid to the magazine’s garden editors. 

The publication’s two other major fields of inter- 
est—home building and furnishing, and travel and 
outdoor recreation, are not so directly served in the 
new offices, but the publisher, L. W. Lane, believes 
that providing a publishing plant in which mood 
and atmosphere are so closely identified with the 
magazine's range of interests has definitely been bene- 
ficial to all departments. 

The contrast could not be more vivid between the 
magazine’s former home and its present location. Be- 
fore the move, Sunset had its editorial and business 
offices in a seven-story building on a busy business 
street in San Francisco. “Today— 

As the visitor drives in from the road, he sees a 
low, rambling building of adobe brick, with hand- 
split redwood roof shakes, and tiled roof. ‘The en- 
trance doors, carved from four-inch thick pine panels, 
are ten feet high. On entering the reception room, a 
single unit connecting the executive wing and the 
“working quadrangle,” he looks directly into the 
garden through a 14-foot-high glass wall at the far 
side of the room. The reception room itself is fur- 
nished in Spanish-California style. 

To the right lies the executive wing—conference 
rooms, the publisher's office, and test kitchen and 
barbecue area. ‘To the left lies the working quad- 
rangle, housing the editorial and business staffs. ‘The 
quadrangle surrounds an adobe-paved patio, which 
serves as a private garden for the staff. Redwood 
benches and a thick-walled pool in the center of the 
patio make it a comfortable place for employees to 
take their two coffee breaks each day in the mild 
California climate. (To page 70) 


February, 1953 


a | ae Ts 7 eee eS Poe. aa : a a ee aa a as Pe ee, TOR a, ae -_* Hi 
. | 7 oat oy ; oe ute mat a ihe r 4 on a eo. fae ee a glee Tee 
4 
uw 
4 
ae aa 
J! wg ; : | ae 
iG k Ty . 1. a — | 
co. = : mee Eee i co a 
rs s = Fig 3 - wae as = Pant, Sl 3 a nt a ‘ Prvern a 
i, a _ * ae ; . ern " (: eo ee ¢ : 
F atyit _ oe 4) | \eee i ee, me ; 
ce . i ‘4 + ae ‘ . | fl ; | ee gy ie. Pe ee i. 
Pa : Be ee ee ET bake es oe ' ei ae 
na _) ae oo é ae ee eo be ea on, r- -~ 
| “3 , ‘ 4 \ ; ed ee badd 
wae as Pe : b=, ad Riek til 
iene P i Ped ig | -a j ‘es Pa: PR: i Te 
amas? ‘ala : ae 4B) AK, _ ie ae aa: ee 
eu a ee Cs. Se oa 
ean : | ey , FR EE el Po es, ; a fe 25s ae ee “pate, - 
ae ( th ~ Bees oe eres 1 x ey yt I oe te 
ee Bt... iit an 
NES 2 a ” ape ag Mae Karena ae Sas, ia ee 2 a) 
- oS i ce ae OG oe ee Sty {OR ee oe 
ie Ba ge soe ea} ee cc Se ee ie a 
oS cee ry 2 ae: > 1 a ¥ ae 
ey ES ‘ee : ery Ve Re aaa a 8 ies a { ¥ 
os Ke . 54, yak vee ae 
a 
: 
Re, 
ar 
ane 
ann i. 
a “M 
Br bent 
\ + 
a Be 
4 a4 
i Aa 
* 
; SSS 
| re 
t 
7 : i 
; i 
a - . s Tei as roa . a 
a hia ati 7 . * a. P , ie 2 oul - 
¥ z : 2 sn . a 
ar . y 
7 eae . - ‘ a <m 
a te. a * ~ a 
a a ae 
a 7 ‘ es ; $ % q bi el ji 
— | cee EE 
oe te cp ne Ree Rie: 2 e 
2) coment, 2 oe ao | ase rr 
os saalidaatl a : s = 
on * a —— ~ > 4 " ' . = 
: : | e Aa ae — i <= gs ai 
a : i ec ue io ee #8 Pex - ~~ em a = 
os. «i a ? - —————— ll . ; be 
au ef, Ai ae h ; eT ges eo ae doll . ai x 
. Re at 4 YS eee a. 
is Xz is’ & , ea . a ne a : 
; i. ee - a * ——_ Ae 
Ari bie ’ \ . nv > ae aa 
a 
oe 
ann we ; ey 
By” 2 ‘« ig . : : 4 ; et oe 
io ¥ oh, ies , z { oes 
: . hal : 2 # Paes ml 2 
ie ‘ Pade. oo Se f eee a 
eg en ee . nN ae => “Soa igi a 4 : 
— ‘ a ali Zz 
Boe “re s . : q ie ee we | 
ra e ; f aa a : 
ns en ; = Ff 4 ~ — ik ae 4 ._ 
= j gi E sal — ae wiih i 
he 8s * : . . & J er eae cee ia 
Pre i. pias é . & ee a ae. i 
‘a . : ad ee by pein 
ee ee 7 ‘ me mA 
xa = : ’ __— i i a “ 
ae ew VEEP OE 
Bi, ‘ ' 7 oe ee i 
es a vest Mae" * aD . 7 a 
2 re ] i fc ae ; \ = 4 
ee > er : | 
a Es § , - Oe ea ‘ y AP > : ee Ee 
e fe ee N R a ee Ph. 5 ‘eal ¥: ~~ ‘ \ “a rd 
en Ve « Ao ae a a : i 
eT. 18 
: | 24 eer PS 
ra 
me {f 
it. = . } p* 
“ee Ps ») * 3 bas: Liebe “a 5 si RET alae i. 4 far 4 ee = ae ae ed aE 
al Y og aa \ Pr a . ia 4 a a 9 13 eg F 7 Ba | a - aM re ¥ a ‘ a nah 
ee er ey a a es oe a 7 ae ee aaetemaegh Soaey © | ty iF hela 
ay ia hia ee. ae a aa ee) a -: eg eee, oo. | nn oe 


Editorial offices achieve privacy—and light and air 


A roofed corredor, running behind the plate glass wall of 
the reception room, connects working quadrangle with 
executive wing (right). An editorial office, separated by 
adobe pier and bookshelf-file from adjoining offices i- 

shown below. 
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Letterheads should have a rich quality .. . 
Learning to select the right paper for each job is important, for— 


PAPER TELLS YOUR STORY 


By CHARLES O. LIBBEY 
Head, Office Methods Staff, 
Tennessee Valley Authority 


\ GREAT VARIETY of papers is necessary in all di- 
visions of business. Bonds, ledgers, and bristols are the 
group usually designed for the majority of business 
forms. However, the definition of forms may include 
tags, gummed labels, and onionskin insertions in air 
mail envelopes, and forms printed on Kraft folders in 
a follow-up file. 

Some writing papers may resemble bonds and, 
while they may not be so strong in fiber, they may still 
present a smooth, hard surface for pen or pencil and 
be of close formation. Onionskin and manifold papers 
are thin, durable, lightweight bond types of stock 
with good writing and erasing surfaces. They are 
manufactured in all-rag content as well as all-chemical 
wood and are used for carbon copies. Duplicating 
papers for gelatin and spirit hectographing and for 
stencil and offset processes are most important to office 
activities, and often for business forms, in a variety of 
applications and methods. Bonds as a group are used 
for the thinner and more flexible business forms, but 
there appears to be no definite demarcation between 
bonds and bond types of paper. However, this is more 
academic than important, because the selection of 
paper must be made on the basis of purpose. 


Most letterheads are printed on bond paper. Bond 
+ « for public relations purposes is also used for legal documents, certificates, insurance 
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policies, invoices, orders, statements, statistical spread 
sheets, personnel forms, and a host of other office rec- 
ords. A firm, flexible paper designed for writing, typ- 
ing, handling, and filing, it must have an excellent 
appearance with smooth surface and be suitable for 
folding, printing, typing, erasing, and ruling. A dozen 
different finishes and a wide range of colors are sup- 
plied to suit the individual taste or purpose. Bonds 
may also be used where carbon copies play a part in 
office procedures. 

Letterheads should have a rich quality for public 
relations purposes. For this reason the buver is likely 
to choose a high grade quality of stock with durability 
and permanence for the original, which goes to the 
files of others, and a lower grade stock for the carbon 
copies which go to his files for his record. It should be 
considered that letters take on the importance of the 
subject. If the subject deals with policy or contracts 
which have a permanent rating, then any correspond- 
ence amplifying, interpreting, or limiting the docu- 
ments should also have the same degree of per- 
manence. 

Rag stock bonds are made in 25 per cent, 50 per 
cent, 75 per cent, and 100 per cent, the highest grades 
for the underlying documents of the company. They 
are practically all watermarked, and within grades 
there are many variations in quality of rags and of 
manufacture. High grade sulphite bonds will give ex- 
cellent service in quality and relative permanence, 
and some grades are watermarked. 

\ccounts receivable, whether posted by hand or ma- 
chine, may be on ledger paper. Ledgers differ from 
bonds largely because they are furnished in a range of 
heavier weights, but the surface may be smoother and 
the fibers in the stock somewhat longer for greater 
durability. They are designed for heavy duty and have 
a greater toughness of texture than an equal substance 
of bond. While they are largely used in bookkeeping 
systems, this semi-stiff and vet flexible, non-glare papei 
is also produced for other long-life records, such as 
financial statements, banking and utilitv forms, and 
payroll and credit records. Ledger stock is often  se- 
lected for visible records. 

This record paper in rag or sulphite content must 
satisly a wide range of use, durability, and perma- 
nence: all forms used for recording, either mechani- 
cally or manually; all duplicating processes in office 
printing and ruling; all practices of erasing by rubber, 
steel, glass, or chemical, and rewriting with pen or 
typewriter; all methods of binding, sewing, wire 
stitching, or punching for ring or post binders. 

Ledger paper is particularly adaptable to loose-leaf 
forms. The long fibers give the strength for binding 
by rings or posts and yet allow the sheet to lie flat for 
posting or ruling. Loose-leaf sheets may be in exten- 
sive use for many years, and they often become perma- 
nent records. Care should be exercised in selecting 
high grade ledger papers in rag or sulphite to meet 
the user's purpose. 

When the sheet is used in machines, added em- 
phasis is placed on rigidity, and, for successful opera- 

tion, the grain in the paper should run up and down 
opposite to the axis of the machine. Although there 
may be a difference between regular ledger paper and 
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Practical methods for testing paper—(Top) Crumpling 

paper samples again and again gives evidence of fiber 

strength. (Center) Opacity may be judged by superimpos- 

ing a plain sample over a printed sheet. (Bottom) Burning 

a sample will reveal excessive amounts of filler; clay fillers 
leave an ash greasy to the touch. 


machine ledgers in standard sizes and colors, the prin- 
cipal difference is in the finish. Ledgers ton machines 
usually possess a somewhat rougher surface which will 
take tvping and carboning more readilv and will not 
strain the eves of the operator. 

Card records are cut from index bristol stock. 
Thickness of the stock is its most significant character- 
istic; otherwise it parallels ledgers and bonds in rag 
and sulphite contents. Anything less than six thou- 
sandths of an inch in thickness (.006), with which 
bristols begin, does not usually produce a satisfactory 


card record. 

Possibly because of its basic thickness, less con- 
sideration may be given to paper content, but thick- 
ness alone in bristol produces neither permanence nor 
durability. In the handling of card records, thickness 
in weak stocks mav be even a detriment because when 

(To page 51) 
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A portion of Socony-Vacuum’s 


Part Two 


a 


reference library at that company’s Research and Development Department, Pauls- 
boro, N. J. Here records and reference works serve the purpose for which they were filed: they 


WHY NOT STREAMLINE YOUR RECORDS? 


By RUSSELL JACKSON 
Senior Methods Analyst, Socony-Vacuum Oil Co. 


IN THIS installment—the second of three— 
Mr. Jackson extends his discussion of helpful, 
practical record-keeping techniques. He con- 
siders here the vital problems affecting record 
retention plans, and examines the pros and 
cons of storage rvs. microfilm. In this install- 
ment, too, the author writes of using the rec- 
ords a company keeps, and includes, in the 
process, a short but potentially far-reaching 
suggestion for Congress. 

Last month, Mr. Jackson discussed forms 
control, correspondence, and the creation and 
management of records. Next month he will 
consider record protection, duplication, hous- 
ing, indexing, and reconstruction. 


RETENTION: This is, and always will be, a world of 
competition. Fundamentally, man has to compete 
against, and control, two things—the forces of nature 
and the forces of evil. It does not take long for each 
succeeding generation to learn that the fruits of vic- 
tory are easier to obtain for those who are in the best 
“condition” to meet competition. 

Condition” is important to the athlete who knows 
that he must avoid excesses in eating, smoking, drink- 
ing, and so on, to keep his body lithe, supple, and 
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as Benbnass 


are used. 


strong. It is no less important to business, education, 
and government if they hope to compete successfully 
in all their activities. Good “condition” in your or- 
ganization, among other things, involves the stream- 
lining of paper-work and the destruction of unessen 
tial records—the excess fat that slows down and ham 
pers smooth operations. 

Excess records means extra costs. It costs money to 
buy a file cabinet, pay for the floor space it occupies. 
buy folders and guides, hire someone to fill it with 
papers, pay for the supplies needed (staples, clips. 
out-cards, file travs and stools, cross-indexes) . Various 
estimates have been published of the average cost of 
maintaining a single file cabinet for one year. Most of 
these are misleading because they include the cost of 
labor. Let's examine a hypothetical case: 

Ofhice A and Office B each start with go file cabinets 
and each pays $5,000 for two girls to operate them. 
This means that the average labor cost per cabinet is 
$167 per year in each office. 

Two vears later there are still two girls in Office 
now earning $5,500. They have reduced the total 
number of cabinets to 25 as a result of careful house- 
keeping, destruction of unessential records, close ad- 
herence to retention schedules. ‘The average labor 
cost per cabinet is now $220, 

In Office B, the number of cabinets has increased 
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to 35 and the total labor cost to 50,750 because part 
of a third girl’s time is needed. The reasons are poor 
housekeeping, addition of unessential records, longe1 
retention periods. ‘The average labor cost per cabinet 
IS NOW 91938. 

If you use averages as a criterion, it would appear 
that Office B is operating at lower cost, but actually 
Office A is doing a far better job at much less cost. 
This example proves three things: 


1. Labor costs are extremely variable depending 
upon the condition and activity of the files as well as 
the methods used. 

2. It is better and less expensive to pay a high salary 
to an efficient girl than a low salary to a mediocre one 
for vour records department. 

3. You cannot use averages as a basis lor Comparison 
in determining costs of records retention. 


One point to remember is that generally it cost 
more to operate a file during the first year than in 
any succeeding year. It is then in its most active 
period and the major cost is for labor. However, as 
soon as a file becomes inactive, the labor factor is 
negligible and the major expense is in the cost of floor 
space. Efforts to reduce the amount of labor used in 
the first vear and the cost of floor space in succeeding 
vears will, therefore, produce the greatest results. 

Labor costs can be reduced in one way by making 
certain that unnecessary records never reach the files. 


Showing graphically the cost of keeping records by various means. Points at which lines cross indicate the 


It is not necessary, for example, to retain all corre- 
spondence. Here are a few suggestions to help keep 
it to a minimum: 

1. Omit file copies when certain kinds of letters are 
typed; e.g. letters requiring no follow-up ot acknowl- 
edgments. 

2. Provide only one copy for circularizing to several 
people within the organization instead of separate 
copies for each person. ‘This prevents retention of sev- 
eral copies and also reduces costs of materials. 

3. Destroy incoming correspondence as soon as it 
has served its purpose. Retain just the correspond- 
ence needed for future use or legal reasons. 

j. Provide for automatic destruction of filed corre- 
spondence after a definite period of time. This may 
he accomplished by having each letter stamped in the 
upper right corner before it is sent to the file. The 
stamp should provide for call-up date, destruction 
date, and designate any temporary file or special file 
which may be in use—for projects or library informa 
tion, for instance. 

Another way in which costs can be reduced is to 
retain operational records, such as invoices, cash 
vouchers, journals, statistics, payrolls, and the like, 
only as long as they are needed for future use or legal 
purposes. Ihe surest method of control is to establish 
definite retention periods for each class of records. 

It is good policy, when establishing retention peri- 
ods, to avoid use of the words “permanent” or “‘indefi- 


times for most economically transferringrecords from one storage medium to another, or to microfilm 
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1 2 


Depreciation (file only) $8.44 $ 16.87 
Floor Space 25.50 51.00 
Supplies 32.00 32.00 


Total ** 


65.94 99.87 


Total 


65.94 103.06 


Depreciation .... : ai 8.44 11.00 
Floor Space 25.50 28.93 
Supplies ‘ 32.00 32.00 
Microfilming 124.93 


Total... . : 65.94 196.86 


MICROFILMING FACTORS... 


LABOR: Preparing records @ $2.50 per thousand 
Microfilming @ $.0016 per image 


FILM: 


FLOOR SPACE @ $1.50 per day 


* Approximately 16,000 documents. 
** Labor and other overhead costs omitted purposely. 


WHAT THE RECORDS* CONTAINED IN ONE LETTER-SIZE FILE CABINET COST... 


. . . when retained in their original equipment and office 


. . . when retained in original equipment one year and then shipped to storage 


. . « When retained in original equipment one year and then 


200 ft. (6,000 exposures), 2-2. 7 rolls @ $7.25 per roll 


DEPRECIATION on microfilm equipment @ $1.12 per day 


Years 
5 10 15 20 25 
$ 42.18 $ 84.36 $ 84.36 $ 84.36 $ 84.36 
127.50 255.00 382.50 510.00 637.50 
32.00 32.00 32.00 32.00 32.00 


201.68 


371.36 


498.86 626.36 


753.86 


Depreciation 8.44 8.44 8.44 8.44 8.44 8.44 8.44 
Floor Space 25.50 34.86 62.94 109.74 156.54 203.34 250.14 
Supplies 32.00 32.00 32.00 32.00 32.00 32.00 32.00 
Transfer Costs 15.15 15.16 15.16 15.16 15.16 15.16 
Storage Equipment : 12.60 12.60 12.60 12.60 12.60 12.60 


131.14 177.94 224.74 271.54 318.34 


microfilmed and destroyed 


11.00 11.00 11.00 11.00 11.00 
28.93 28.93 28.93 28.93 28.93 
32.00 32.00 32.00 32.00 32.00 


124.93 124.93 124.93 124.93 124.93 
196.86 196.86 196.86 196.86 196.86 


$ 40.00 


25.60 
Checking, typing, mailing, filing, etc., @ $2.50 per thousand 40.00 


19.33 


124.93 


2.56 
3.43 


nite.” Records tabbed in this manner usually remain 
in the files long after their usefulness has passed. 
to make a definite decision in every case. 

It is also good policy to take calculated business 
risks. ‘There is no need, for instance, to retain records 
for the full period of time indicated by statutes of 
limitation. These statutes are not 
merely limit the time in which a 
brought after a cause of action arises. 


Irv 


mandatory but 
lawsuit mav be 
Lo illustrate: 

If you send a purchase order to another firm and 
they deliver goods which you accept as ordered, a 
legal contract has been made. This type contract is 
covered by a six-vear statute of limitation in most 
states. As a suit may be brought on that contract at 
any time within six years, it is the practice in some 
organizations to retain the purchase orders for six on 
seven vears in case they are ever needed as evidence 
in court, 

However, even though it is possible for suit to be 
brought, it is very unlikely unless done within a rea- 


sonable time after fulfillment of all the 


contract's 
terms. 


Therefore, a retention period of two vears o1 
less would be sufficient and should be established in 
most cases. This involves a calculated business risk 
but it saves the cost of retaining thousands of useless 
records for an additional four or five vears or more. 

This policy can also be applied to many other rec- 
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ords, but not to those required by laws and govern- 
ment agencies which specify mandatory retention 
periods, laws like the Fair Labor Standards Act, Social 
Security Act, Unemployment Insurance Laws, Defense 
Production Act, tax laws and labor laws, and such 
government agencies as the Interstate Commerce Com- 
mission and the Securities Exchange Commission. 

Suggestion for Congress: It is evident from the last 
paragraph that there are many government agencies 
and laws which specify the length of time ‘certain 
business records must be retained. This is necessary 
in order to allow time for audits, to correct mistakes 
and to prevent fraud in transactions concerning gov- 
ernmental affairs. Unfortunately, it places a burden 
upon business to interpret and comply with many and 
varied government requirements—Federal, state and 
local. 

This condition could be alleviated considerably, 
waste and costs could be reduced, and the govern- 
ments objectives attained more efficiently if the au- 
thority of the legislature to establish retention periods 
was delegated to one central records management 
committee. 

A committee of this kind could review, coordinate, 
and simplify all existing records retention regulations. 
They could establish one uniform code which could 
(To page 70) 
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SPEED U. S. STEEL MAIL 


By DAVID W. FLEEGER 
ervi Mai! and Me 


teg Stat Stee _ rt rat 


PHE CENTRAL MAIL ROOM of the United States 
Steel Corp. in the 41-storv 525 William Penn Place 
Building in Pittsburgh is doing an assembly line pro- 
duction job in) speeding mail communications be 
tween offices within the building, between the general 
offices and plants and sales offices, and between United 
States Steel and its customers, vendors and the general 
public. An average of 43.000 pieces of mail passes 
through the room each dav. 

The mail room occupies 2.950 square feet ol space 
on the 14th floor of the building. It is an open area 
with the exception of the supervisor's office and, along 
with the entire building, is air conditioned. Walls, 
including the window and radiator treatment, aré 
movable steel panels. The floor is asphalt tile and 
the ceiling is fiber acoustical tile. Four-lamp fluores: 
cent light fixtures provide 50 foot candles of light, and 
three speakers pipe in programmed music. 

The stall consists of a supervisor and an assistant 
supervisor, four senior clerks, two junior clerks, five 

The United States Steel Corp. was one of the leading American 
companies honored in the 1952 “Office of the Year” Awards 
sponsored by Office Management and Equipment. Mailroom 
equipment was supplied by the following companies. 

Addressing Equipment, Addressograph-Multigraph, Cleveland, 
O.; Conveyor System, Lamson Corp., Rochester, N. Y.; Furni- 
ture, Postage Meter, Pitney-Bowes, Inc., Stamford, Conn.; 


Scales, Toledo Scale Co., Toledo, O.; Special Mailcarts, Colson 
Corp., Elyria, O. 


February. 1953 


&y, 
“ 


im i 


—' ee 39 
ht the hs 
- pe ; 
Ue oe rat 
; of : 
~— get Me 
se , 


... While pouch and messenger mail is sorted 


mail clerks, two drivers, six matlroom messengers, 
fourteen female floor messengers, and nine part-time 
college students, or a total of 44 emplovecs. Opera 
tions are begun at 6:45 A.M. by three mail clerks, who 
are joined at 7:00 A.M. by seven more men. The work 
force varies, with part-time emplovees relieving the 
full-time men until 11:00 P.M., when the last three 
men close the room. Our part-time men are recruited 
from the local universities and are scheduled tor 4, 5. 1 
or 6 hours per dav. a 

United States Steel occupies all floors of the build- : 
ing from the ninth through the gist, with the excep- , 
tion of the ggth floor. An automatic vertical conveyor 
system has been installed which enables us to send 
material from any floor to anv other floor in Micarta _ 
buckets which are 12x16x10-inches in size. Incoming 
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mail is sorted by floors in the Central Mail Room di- 
rectly into conveyor buckets which are dispatched to 
the proper floors every half-hour, beginning at 8:00 
\.M. The floor messenger girls report to their floor 
station, at 8:15 A.M., check in to the Central Mail 
Room by means of an annunciator system, sort the 
mail by stations, and make their first trip around the 
floors at 8:30 A.M. Delivery and pick-up trips pro- 
ceed on half-hour schedules all day, with the last pick 
up at 5:00 P.M. The Stationery and Supply Section, 
which is also on the 14th floor, sends small orders of 
ofhce supplies via the conveyor and floor messengers. 
Telegrams are sorted by floors in the Message Cente) 
on the goth floor and are dispatched via the conveyor 
to the floor messengers, who deliver them immediately 
upon receipt. An emergency stand-by plan, using the 
building freight elevator in event of a conveyor break- 
down, has been evolved which closely approximates 
the regular service. 

Mail from the floors arrives in the center of the 
mail room in conveyor buckets on a horizontal run- 
out from the vertical conveyor, presorted by the floor 
messengers, who separate recirculating building mail, 
outgoing three cent letters, outgoing mail over three 
cents, and messenger or pouch mail. From this cen- 
tral spot, one man can toss bundles of mail into any 
one of four bins. 

Recirculating building mail is sorted directly into 
conveyor buckets for the next half-hour floor trip. 
This normally provides a maximum elapsed time of 
14 hours from any office to any other office in the 
building. . 


Outgoing three cent letters move across stainless 
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Mechanical conveyor moves mail between floors of the skyscraper offices 
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steel top sorting tables where they are checked for 
weight and address, sorted for local and out-of-town 
destination, sealed and metered, rechecked for sealing 
and postage, tied into bundles and sacked for delivery 
to the post office. 

Outgoing mail over three cents, which includes first 
class over one ounce, air mail, special delivery, third 
and fourth class, is handled on a similar line where it 
is weighed, classified, metered on a combination print- 
ing and tape metering machine, checked, sorted, and 
tied. 

There are approximately 100 locations, plants on 
district sales offices all over the country, which receive 
mail every day from various departments of the gen- 
eral office. As this mail arrives in the mail room it is 
sorted into a case and accumulated until there is 
enough to fill large expansion type envelopes which 
are preaddressed and stored in the individual sections 
of the case. We refer to this type of mail as pouch 
mail, and it is entirely first class or air mail. There is 
a considerable savings in postage through elimination 
of fraction ounces which would be encountered if the 
pieces were weighed and metered separately, as well as 
# time saving in handling by our employees, the post- 
al service, and the recipient. The pouches are closed 
and dispatched at set times through the day and even- 
ing to meet certain train and plane schedules through 
the postal service in order to provide the best possible 
delivery. 

Our mail clerks are trained to check any mailing 
instructions from the originating office for consistency 
with speedy, economical practices which have been 

(To page 77) 
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SALARY SURVEY 


OFFICE EXECUTIVES ASSOCIATION 
OF NEW YORK 


NEW YORK CHAPIER 
NATIONAL OFFICE MANAGEMENT ASSOCIATION 


“FRINGE BENEFITS” for office employees are 
steadily increasing, according to figures in a survey of 
114 New York offices recently published by the Office 
Executives Association of New York, Inc. 

The complete survey, which has been released only 
to members of the association, covers salary ranges in 
25 key office positions, as well as pension, bonus, and 
insurance plans in effect in the responding companies. 

\ccording to the survey, 85 of the offices replying 
have clerical pension plans now. Twenty-eight of the 
companies bear the entire cost of the pension plan; 
in 57 organizations, the company and the employee 
share the cost. 

One hundred and five of the surveved offices have 


NEW YORK CITY 
0.E.A. RELEASES 
SALARY SURVEY 


group life insurance plans in etlect.  Lwenty-eight 


companies pay all premiums for their employees; 7 
have a system where company and employee share 
the cost. Only four organizations with group insur 
ance ask the employee to pay premiums in full. 

Even in the case of hospitalization insurance, the 
number of companies which share costs with employ- 
ees is almost as great as the number requiring the 
employee to pay his own premiums. ‘Twenty-four 
companies report that management pays all costs fon 
workers’ hospitalization insurance. 

With 107 offices reporting surgical benefit: insur- 
ance in effect, the proportions are reversed. Forty- 
four companies have plans under which management 


SURVEY EXCERPTS... 


Office Title and Job Description 


Senior Bookkeeper, Male — Keeps a complete and 
systematic set of accounting records. Examines and 
records the transactions in proper record books, jour- 
nalizing transactions where judgment must be used as 
to accounts affected. Balances books and compiles 

reports at regular intervals. 


Secretary, Private, Female —— Fully qualified stenog- 
rapher to senior executive(s). Performs work of a con- 
fidential and technical nature. Takes dictation by 
shorthand and/or transcribing machine. Schedules 
appointments. Handles telephone calls. Has thorough 
knowledge required of routines, personnel, functions 
and policies to relieve executives of minor duties. 


Stenocsrapher (Junior), Female — Takes and tran- 
scribes from shorthand notes or from dictating machine 
routine dictation involving generally used business 
terms end expressions. Must have general knowledge 
of company routines and set-ups. May type requisi- 
tions, orders, schedules, checks. May work in a steno- 
graphic pool under direct supervision. 


Transcribing Machine Operator, Female — Tran- 
scribes the message, reproduced in sound, from a re- 
cording device on a transcribing machine. May type 
other supplementary information not recorded. 


Typist (Junior), Female — Does typing of simple rou- 
tine nature, copying from plain printed or written ma- 
terial, corrected copy, simple form letters, reports, 
charts; may cut stencils and address envelopes. Able 
to type accurately, with fair speed. Dictation not 

required. 


Cc nies Low High Middle : 
eeactan Rate Rate Average 50% #$=Median 
52 $47 $125 $77 $65-86 $72 


58 $34 $ 77 $47 $44-50 $46 
52 $37 $ 89 $54 $48-60 $53 
61 $32 $ 66 $45 $40-46 $43 
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and the employee share costs; 38 report that the em- 
ployee pays all costs for his insurance; 25 companies 
pay the premiums for their workers’ protection. 

The report also reveals that 51 of the offices sur- 
veved have merit rating systems in effect; 50 have 
job evaluation plans; 32 use suggestion plans; and 21 
provide bonus payments for individuals. A wage in- 
centive plan is reported by only four offices, while 
nine state that employees participate in company 
earnings. Nine offices also use a system of wage pro- 
gression based on seniority. 

The size of the company offices surveyed varies from 
a “1-25 employee” group, to an “over 5,000" group, 
with 14 companies reporting in the first category and 
three in the second. The majority of the companies 
represented have between 25 and 250 employees. 
The report also indicates that the six-day week is 


CHICAGO: March 2-5 


PEP—that is Procedures, Economies, and Personnel— 
will act as this vear’s very vital theme during the 11th 
Annual Seminar and Business Show coming up next 
month at the Hilton Hotel, Chicago. ‘This twin event, 
to run from the gd to the 5th of March, 


TWO BIG BUSINESS SHOWS SET FOR MARCH 


quite dead in New York City offices. Only three of 
the companies replying still have 51-day work weeks. 

Definite salary patterns according to the size of 
the office are revealed in the report. Senior general 
clerks, both male and female, receive appreciably high- 
er salaries in the offices with more than 5,000 employ- 
ees, than elsewhere, as do male tabulating machine 
operators. Private secretaries, secretary-stenographers, 
transcribing machine operators, typists, and tele- 
phone operators also earn considerably more in the 
5,000-employee-plus offices than anywhere clse. 

For male clerks, both senior and junior, and fe- 
male junior typists and junior clerks, the largest of- 
fices and the very smallest ones—25, or less employees 
—pay the best salaries. The smallest ofhces of all pay 
the highest average salaries recorded for senior male 
bookkeepers. 


LOS ANGELES: March 24-27 


NEXT MONTH'S 6th Annual Southern California 
Business Show “is a complete sell-out and has been 
for some time,’ according to the exhibition’s general 
chairman, G. A. Feichtmann. That America’s office 

equipment industry recognizes the im- 


is sponsored by the Office Management portance and interest in the show is ap- 
Association of Chicago—that city’s chap- parent from the haste with which lead- 
ter of the National Ofhce Management For ing companies bought up every square 
Association—in conjunction with North- additional foot of available exhibit space. Officials 
western University. news of anticipate an equally enthusiastic re- 
Both at exhibits and the seminar, one coming sponse from businessmen of California 
show official said, displays and events events and neighboring states, who are ex- 
will emphasize the affair’s tripartite see pages pected to crowd the show’s display area 
theme. Displays have been planned, he 60 and 63 at the Biltmore Hotel, Los Angeles, in 
asserted, to demonstrate iow procedures record numbers. 
and office skills can be simplified, how The show, which is scheduled for 


economies can be realized in our present 
“guns-and butter economy” of high material and man- 
power costs, how available personnel can be effectively 
utilized for improved productivity and greater em- 
plovee lovaltv. With all this, the official added, vis- 
itors will view the very latest office equipment, sup- 
plies. and methods. 

Events at the seminar include an opening day 
Keynote Luncheon, at which Eskil I. Bjork, president 
of the Peoples Gas Light & Coke Co., Chicago, will 
speak on the general topic, “Business is People.” Later 
that day, an address, “The Office Manager and Ex- 
pense Control,” will be given by F. L. Haskell, office 
manager and assistant Wallace Barnes 
Corp., Bristol, Conn. 

\mong the other speakers at the three-day seminar 
will be: Frank M. Knox, president, Frank M. Knox 
Co., Cleveland, who will discuss “Management Seeks 
Cost Control’; Samuel L. Workman, president, 
Workman Service Inc., whose topic is “Keeping New 
Employees Happy,” and Kenneth B. Willett, vice- 
president, Hardware Mutuals, Stevens Point, Wisc., 
speaking on “Pep Spelled Backwards is Still Pep.” 


treasurer, 
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March 24-27, is sponsored by the Los 
Angeles chapter of the National Association of Cost 
Accountants. Kevnoted this vear by the theme “We 
Foresee in ’53,” the show will feature the first showing 
of a new electronic calculator manufactured by Com- 
putor Research Corp. 
A list of companies whose products will be displayed 
at the show follows: 


Acana Co., Addressograph-Multigraph Corp., R. C. Allen 
Business Machines, American Photocopy Equipment -Co., Audo- 
graph Co. of Calif., Auto- Typist (Glenn C. Leslie Co.) , Business 
Systems Inc., Clary Multiplier Corp., Computor Research Corp., 
Copies Inc., Ralph C. Coxhead Corp., Cummins-Chicago Corp., 
Dictaphone Corp., Dictating & Recording Co. Inc., Diebold Inc., 
Ditto Inc., Elite Office Machine Co., Elliott Addressing Machine 
Co., Friden Calculating Machine Co., Gramont Corp., Charles 
R. Hadley Co., Haloid Co., International Business Machines 
Corp., Mailers Automatic Enclosing Service, Master Addresser 
Co., McBee Co., G. W. McKenzie Co., Milo Harding Co., George 
E. Montgomery Co., Moore Business Forms Inc., National Cash 
Register Co., Ozalid Div. of General Aniline & Film Corp., 
Permoflux Corp., Polychrome Pacific Corp., Postindex Div. of 
Art Metal Construction Co., Precisa Distributors, Walter Radell 
Co., Recordak Corp., RobotypertCo. of Calif., Schwabacher-Frey 
Co., Southern California Stationers, Stationers Corp., Sunset 
McKee Business Forms, and Workman Service of Calif. 
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SMEAD’S TELL-I-VISION FILING INDEX is equally 
adaptable to small, medium or large installa- 
tions. The basic principle is sound. It reads like 
a book—from left to right. 


You first locate the notation or subdivision of the 
alphabet, on the guide, nearest the name you 
wish to find. You then tip the guide forward, 
making a working space, in which to find the 
desired individual folder. If the individual folder 
with the name desired cannot be found you follow 
through to the green miscellaneous folder, which 
is at the end of the individual folders and pre- 
ceding the next guide. The miscellaneous folders 
hold the papers of the occasional correspondent. 
If the desired correspondence is not there you 
know this is a new correspondent and the material 
should be filed in the miscellaneous folder up to 
such time as it contains 6 or 8 papers, at which 
time it will warrant an individual name folder. 
Approximately 80% of your reference will be 
made to the individual folders. Should any one 
individual folder contain more than 40 papers 
you should prepare another individual folder, 
dividing that correspondence into monthly or 
quarterly periods. 


The same number found on the guide, behind 
which they will be filed, should be placed on all 
individual name folders. The purpose of this 
number is to save time in refiling by matching 
numbers. It simplifies reference because all odd 
numbers are on blue tabs and all even numbers 
are on orange tabs. 


You Look Alphabetically and Put Back Numerically 


The double purpose of the miscellaneous folder 
is to become the guide in the transfer cabinet 
when correspondence is moved at transfer time. 


Smead’s TELL-I-VISION Filing Index 


REG. U.S. PAT. OFF. 


SMEAD MANUFACTURING COMPANY, INC. 


HASTINGS, MINNESOTA 


Sid 


The last step in centralizing the filing system is by 
using the OUT GUIDE. This OUT GUIDE replaces 
a folder which has been removed from the filing 
cabinet. A 3” x 5” REQUISITION card is signed 
and inserted in the OUT GUIDE pocket. This tells 
who has the correspondence. Should the same 
folder be desired by some other party, while it 
is still out of the file, a small WANTED card is 
placed in the pocket of the OUT GUIDE. This will 
designate to whom this folder should next go. 
When the folder is finally returned to the file the 
REQUISITION card and the OUT GUIDE are re- 
moved. The REQUISITION cards are then filed 
in the card cabinet, indicating that the corre- 
spondence has been returned to the file. 


No Lost Files...No Lost Time...No Arguments.. 
No Confusion 


We recommend that our heavy, 20 point Smead- 
fibre folders, with green celluloid angled tabs in 
the center position, be used for the miscellaneous 
folders. These are the de luxe folders which 
better withstand hard, constant use. At the 
end of the year, when the files are transferred, 
they are moved ahead of the individual folders 
and serve as the index to the transferred ma- 
terial. The guides remain in the file and a new 
set of miscellaneous folders are placed in the file 
for the coming year. New individual folders are 
then prepared for those names which you know 
will continue to be active. When material ex- 


pands to such a point that a larger break-down 
of an index is required, you merely add the 
necessary number of guides and miscellaneous 
folders, remove the old inserts and insert the 
new and larger set of sub-divisions in both the 
guides and miscellaneous folders. 
AS NEEDED. 
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Ai® FORCE 


CURRENT emphasis on management improvement in the Air 
Material Command of the Air Force is expected to save tax- 
payers $12,489.530 during fiseal 1953. Employee suggestions 
play a large role in savings as shown here: Miss Beatrice 


“TIME OUT” for relaxation at the recent Milwaukee con- 
vention of the American Society for Personnel Administra- 
tion included a tour of the Joseph Schlitz Brewery for this 


group of society officers and board members. Shown sam- 


& 


. 


i) 
‘ 
™ \~ 


SCHOOL DAYS returned again for these employees of the 
Steel Co., when the Globe-Wernicke Co. organized a filing school to teach them 
how to obtain maximum benefits from their newly-installed 
ing systems and equipment. The filing course, taught by Mrs. 
systems consultant for the equipment manufacturer. was sponsored by the Comfort 
Printing and Stationery Co. of St. Louis, which retailed 
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Globe-Wernicke | fil- 


the filing products. 


Holzworth sees the appeal, suggests a method improvement 
(interleaved carbons in five-part message forms), and re- 
ceives a check as an award for her suggestion which, it 
is expected, will achieve annual savings of over $73,000. 


pling the famous Milwaukee product in Schlitz’ Brown Bot- 
tle, guest hall in the brewery. are from the left: Russell 
Moberly, Leonard J. Smith, Robert L. Jakus, Raymond Twining, 
Joseph Bell, Neil C. Pugh. Walter Ronner, H. M. Anderson. 


Granite City. Hl. EXECUTIVE Purser John J. Wilk- 
inson, of the S. S. United States, 
greets John Mosler, executive vice- 
president of the Mosler Safe Co., 
which built the eight re-resis- 
tant safes used in the superliner. 


Norma E. Hinds, 
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NEW window-type room air conditioners which can be used meeting in Chicago. Company salesmen from 48 states also 
to heat a room in winter as well as cool it in summer were saw the 1953 lines of commercial and industrial fluor- 


announced at the Mitchell Manufacturing Cos recent sales escent lighting equipment, and radio and television sets. 


NUCLEAR energy will be in use for fountain pens by 
1975, predict Parker Pen Co. researchers, who visualize a 
“pen” (top photo) that will burn a written impression on 


A SINGLE charge credit department for a variety of lo- 
eal stores and businesses has been set up by the Kalamazoo. 
Mich.. First National Bank and Trust Co. Working on a per- 


surface paper particles with “hot” molecules. Even more is 
promised the buyer by 2000: a machine (lower photo) to re- 
ceive and record vocalizations automatically in a form of 
advanced shorthand. This unit will also burn impressions 


centage basis, the bank handles billing and collecting for 
all participating stores, which daily endorse charge sale- 
slips to the bank. The entire credit operation is handled 
on Charge-a-Plan equipment manufactured by Diebold, Ine.. 


on “paper” which, fortunately, will by that time be a syn- 
thetic fabric capable of withstanding all this punishment. 


which worked with the bank in creating the new department. 
The bank profits by new accounts and its percentage fees. 


ADDED “memory” for an electronic com- 
puter is supplied by this apparatus de- 
signed by the Burroughs Adding Machine 
Co. for the Army Ordnance Corps. The 
Army’s giant computer, ENIAC, can “re- 
member” a maximum of 20 numbers, and 
must refer to coded punched cards for 
“overflow” numbers. The new Burroughs 
unit, with a capacity of 100 numbers. 
will increase ENIAC’s memory power 
six-fold, enabling it to deal with more 
involved problems without continual ref- 
erence to its notes on punched cards. 
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THE NEW home office of Art Metal Construction Co.. in 
Jamestown, N. Y., makes efficient use of Art Metal products 
in its interior furnishings. (Top) Exterior view of the 
office, the largest in Jamestown. (Center) Directors’ Room. 
(Bottom) Office of C. L. Elofson, executive vice president. 
The building is of reinforced concrete on a steel frame. 


February, 1953 


PLASTIC loose leaf pro- 
tector sleeves with rein- 
forced binding edges are 
offered by Cooks’ Ine., 
Camden, N. J., for stan- 
dard ring binders. Use of 
acetate fibre strip with 
oval punching is said to 
protect against ripping 
out at the binding holes. 


Due to unavoidable space limita- 
tions, product descriptions on these 
pages are necessarily condensed. 
Any reader wishing additional in- 
formation about items listed here 
is invited to address his inquiry to 
Service Dept.. Office Management 
and Equipment. 212 Fifth Avenue. 
New York. 

Or, more directly, the reader may 
query manufacturers themselves. 
The address of each firm’s home 
office is listed in the description 


of the product. 


A SPIRIT process addressing machine that prints 
from a typed paper roll, made by Weber Addressing Ma- 
chine Co., 200 W. Central Rd., Mt. Prospect, Ill. 
features automatic name advancer designed to move each 
address in turn into perfectly aligned printing position. 
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NEW heavy base Eazy-Vision lamp, recently introduced by 
Bainbridge. Kimpton, and Haupt, 218 Greenwich St.. New 
York, is triple electro plated and equipped with three-way 
sockets for user's choice of 50, 100, or 150 watt light. 
Model 4236 casts its light from a point below eve level. 


TWIN-CYLINDER stencil duplicator which can take paper up 
to 1844 x 15 inches, and which can print two single legal-size 
sheets simultaneously, is offered by Rex-Rotary Distributing 
Corp.. 19 W. 31st St. New York, in manual or electric models. 


DRAFTING table made by Scott-Rice Co. 610 S. Main 
St., Tulsa, Okla., is precision built on steel jigs, and, 
the maker says, its rigidity is insured by mortising and 
heavy leg bolts. Top is of clear pine with steel and 
cleats for true edge. Legs and frame are all hardwood. 


se ~ HIGH, constant level of il- 
lumination required for desk 
work, in the banking depart- 
ment of the Mosler Safe Co., 

— was given by replacing old in- 
eandescent fixtures with CL- 
242-45 units made by Sylvania 


escent fixtures. mounted in 
continuous rows, 10 feet apart, 
are suspended on stems to dis- 
tribute light evenly up to the 
ceiling as well as downward. 


— 
Electric Products, Ine., 1740 
Broadway, N. Y. The new fluor- 


NEW lightweight portable microfilm reader is manu- 
factured by Diebold Inc.. 818 Mulberry Rd., S.E.. Can- 
ton, O. The manually operated unit has a screen size 
of 11!) square inches, and a 24 to 1 magnifying ratio. 
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NEW correspondence organizer DISPENSER for Scotch Tape now being made  FLEXING action in’ which elas- 
made by Sign-X Mfg. Co., 4509 by Minnesota Mining and Mfg. Co., 900 Fauquier tic Neoprene cylinder grips plunger 


Moraga Ave., Oakland, Cal., has St.. St. Paul, Minn., 
each entry on a page by itself double-coated tape, 
accompanied by necessary enclo- automatically strips 


sures, references and envelope. liner as it is 


SCRAPBOOK with DuPont Fabri- 
coid moisture resistant binding 
is offered by the Victor Safe and 
Equipment Co. Inec., Box 520, N. 
Tonawanda, N. Y. Pages are of 
buff paper, which, according to the 
manufacturer, will take ink inscrip- 
tions without blurring. Various 
sizes can be ordered to hold ma- 
terial ranging from small photos 
to eight-column newspaper pages. 


NEW model JIAJ portable professional tran- 
scription player is offered by Califone Corp.. 
1041 N. Syeamore Ave., Hollywood, Cal. The ma- 
chine has a Webster changer, and a “Sleepwatch” 
automatic shut-off for changer and amplifier. 


is designed for use with mounted on cupboard door is the 
and features a roller that principle on which the new Leco-Flex 
off the tape’s protective — lateh is based. It is made by Labora- 


withdrawn. The price is $11.95. tory Equipment Corp., St. Joseph, Mo. 


PORTABLE photo-copier which will copy 8'2 x 14 inch legal size 
documents, and curved, tightly bound pages is manufactured by 
E. J. Lush, Ine., 207 Orange St.. New Haven. Conn. Contoura is 
said to copy, in any color, written, printed or drawn matter un- 
der normal room lighting. No darkroom is needed for development. 


February, 1953 OFFICE MANAGEMENT AND EQUIPMENT 41 


ve te > RA te et A RS ee ie 2S ae wake ceo, a so i 
3 aa Salt ie VP ee aa Bf to : See. Ser a oat ok a eee y " 
se Bn ? oy i % a ae ve ire Piri \ y ma De . a 4 “ ‘3 oe Pei fe a an he ' a ENG ey ey fall a ‘t 
i: 
: ee a 
a 
yi 
ae 
des * 
| fi the ofti : 
N,Q, eV K rah : 
me 
F hash 
; oe ft am eae ae 
. ; vagiete y + a a ge ; f ‘ fall) 
 fyeX Ee aes 64S . 
® 4 + '** ' é 5 9 
j ge See oe « “ / ah 
eS # Ee \ eB > 4 — Sot int . : are 
* i ae as eee 
ei Pee ep Be . \ eee ER 
- i Pes: : : ; ee 
ems ee a 7 s “it a a i ba 
sa Ee, * is nk eA 4 ‘ . ¥ ‘ ‘ — J » 
al 3 en — rt ee 4 } cote ape "hie dae f 
Be ar ~ > Lon ain rr cad a . 
: a Py op eee ’ 7 et — oe $ 
= — Ue A $ 
oo. a . t DS eal As * el : . iy na 
. ——_~ | ) G 
SEE eae ' eee : % veh 
ee - alt 
S| . 
- < ~ 
ya 
= oe %5 ‘si 
en te f fly ¢ a4 
ed State: zn Yd = cust 
= - - : a 
* r a , a4 yey ¥ 
ed | = eee 
ow AB o << fees 
* yt . : - Be dost 
—<_—i —_ el a : 
———_ as - ~ —“~, an? 
— aw i 
~ , <) 
. as 
_ —— a sr 
: - < iat ' 4. 
~ ao —— P ‘ 
= ‘ ss 
‘ . > a ¢ Le pe 
- y nee —_ “ue 
eg ——— 
3 P ait seit og ee te ee a sh) Ni . ie 
ij ; = ie phe sa , w. 
, va : at . a z- mM - 
sie EG % “a . 
Pr ee a \ / “g 
ra isi : 
, E 
a - y a 
a ae < 
' .* : oS 
F "i %. 
st a 7 ‘j oF 
ae Pow; eisai te e . $3 
t ven 77° i A « _ =a 
, aa 4 | i A 4 } 
ae Dit f : A SG we : . ‘a — y ey 
4 } iain siti aida “< ia at 
4 iH yey mt wt ow 2 8 = a - ‘ |. ae 
en pacaetitiat N a Pate 
Reni gi HABA 4 So pee Sb a an 
aati tp st a Hi ar f : ay? 
— be Paget aati adie i ‘ 
: balipeseat ‘ 
es As 
Ce 
4 ap 
en dee 
a es 
a 
i 
. ‘ J 
= 
aa i } i ; p< % 
Ba eh ; 2 wn = aa : A : ‘ es, = ee a ka Sey!) eet er \ > : ia a. Rael 4 
one =: ar mec. ‘Sa he, ee Mee: || . See | am att Tetras ke Cad i an oan. 4 ee Li rhes = 
- ae. ae oo ey = Lane om: eee : ie i le OM Toes a ieee naa 
4 : 2 ame et ee . pee aval , He. : @ zh ce es bau ‘igi 7 * eee Te ‘ ¥, ah hee vege : a 
ra 7, ope a ce ee sre te ee ho $4 eS ir ‘ a 


new tor the office 


INTERCOM system that util- 
izes existing power lines as_ 
transmitting medium and does 
not require special wiring i- 
produced by David Bogen Co.. 
Inc., 29 9th Ave. New York. 
Units may be used by plugging 
into a 117 volt AC or DC out- 
let. Conversations on a system 
are received by all stations. 


\ SAPPHIRE forms the writ- 
ing point for the new pen made 
by L. E. Waterman Co. 344 
Hudson St., N. Y. According to 
the maker, ink, because of a 
chemical affininity, flows over 
the surface of a sapphire more 
smoothly than it does over met- 
al points. Cost of the pen: $6. 


KING-SIZE ash tray introduced by Hie-Line Co. Box 5, BUILT-IN automatic thermostats are standard equipment on 
Yonkers, N. Y., has bowl that is 8 inches wide, 2 inches the 1953 line of window-type air conditioners made by the 
deep. Made of polished steel finished in gun metal, the ash United States Air Conditioning Corp., 3300 Como Ave., S.E., 
tray has rubber tipped legs to prevent seratching, and re- Minneapolis, Minn. Models are finished in enamel of neu- 
movable wire top. All surfaces are lacquered. Cost: $12.50 tral tone, and have control knobs concealed under cover. 


HASSOCK model floor air circu- 
lator now being manufactured by 
Visco Co. Ine., 2400 DeKalb St., 
St. Louis, may be ordered in two- 
tone chartreuse or two-tone rose 
with black top. The manufacturer 
states that aero-dynamic louvres 
give complete safety, and also 
a direct, unrestricted air stream. 


NEW electronic deodorizer made 
by Abbeon Supply Co., 179-15 Ja- 
maica Ave., Jamaica, N. Y., kills 
odors instead of masking them by 
emission of light rays on a wave- 
length that “ozonates” the air, 
the company states. Spaces up to 
1,800 cubic feet can be served by 
a single unit. The price is $7.50. 
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PARTITIONS said to be modeled after those used aboard ships—where they 
“must be rugged as well as painstakingly designed to provide maximum 
utility in the least amount of space”—have recently been introduced by 
Arnot & Co. Ine., 922 Park Ave., Baltimore. 
are offered in six lengths and three heights, with top panels available in a 
choice of glass, Corrulux, or matching wood. 
up without the need for special tools, Arnot Co. said upon introducing them. 


NEW executive posture chair—the model 
285 is introduced by Murphy Chair Co., 
Owensboro, Ky. Available both in walnut 
and oak, the new chair features a 9-coil 
spring seat, “synchro-tilt” chair controls, 
and upholstery in Naugahyde, Dixie leather, 
top grain leather, Terson, or Durasol. Prices 
from $93.10 to $127.10, f.o.b. Owensboro. 
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Called Partition-ettes, the units 


GRACEFUL wrought-iron lamp de- 
signed to add a decorative accent to 
executive offices is offered by Elton 
Co., 230 Fifth Ave.. New York. Shade 
is made of plastic-backed linen weave 


Partition-ettes are quickly set cotton. Base is available in two col- 


ors; cord trim in eight. Price: $40. 


DESK DRAWER mounts and matching Porta-Matic posting trays designed for 
use with Burroughs accounting machines are currently available from Posting 
Equipment Corp., 777 Hertel Ave., Buffalo, N. Y. The mount, which 
straddles the sides of the drawer, serves as a platform for the posting 
tray, and can be swiveled by the operator to any desired angle. Accord- 
ing to the manufacturer, the unit features raised edges which prevent it 
from jarring out of position. Trays and mounts are currently available in three 
sizes to accommodate sheet sizes from 6% x 9 inches up to 8!4 x 10 inches. 
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new for the office 


NEW “packaged offices” called E-Units, consisting basically of desks and 
attached partitions, have been introduced by GR Products Inc., 140 


COOLER CUB, a water dispenser with 
Federal Square Building, Grand Rapids, Mich. The 60 x 60 inch E-Unit 


a built-in cold-storage compartment, is 


newly offered by Remcor Products Co., 

321 E. Grand Ave., Chicago. The unit (above) retails for approximately $250, the firm says. Smaller units cost 
about $149.50. Desk top and accessories have a natural wood finish; parti- 

tions, which are adjustable, are of laminated ribbed construction. Shelving, 


is designed to hold four 1-quart bot- 
tles and food, and can accommodate 


1-, 2-, 3-, or 5-gallon water jugs above. a pedestal type filing accessory, and more drawer space can be added. 


‘ 


/¥ 


7. 


9OHO: 


© ® 


"9 


ef) 


FOR EASIER typewriter and adding machine repairs. Hunter POWER for lights, telephones, and business machines in 
Tool Sales Co., 3499 E. I4th St, Los Angeles. has intro- the newly renovated offices of the Hospital’ Service 
duced this “magie-+tip” screwdriver designed to penetrate Association of Pittsburgh is supplied through Nepco- 
hard-to-reach areas and hold screws rigidly in place. The duct underfloor electrical raceways (top) and Surface- 
tools holding action does not involve magnetism, Hunter ducts (bottom), both products of National Electric 
explains. Gentle forward pressure on the handle rotates Products Corp., Chamber of Commerce Building, Pitts- 

has outlets spaced every 24 inches. 


locking pin at tip (see inset) and holds screw firm in its slot. 
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EQUIPMENT 
ROUND-UP 


A monthly feature devoted to 
sources of major lines in the field of 


office equipment and supplies 


Simplex Time Recorder Co.’s model 5000-6000 


Time Recorders’ - 
Typewriters ~- 


Wardrobes - 


Lockers 
Copy Holders 


(For addresses of all manufacturers, see page 50) 


Ajax Time Stamp Co. Inc. manufactures the electric 
quick-set machine (p. 46) which is designed for the rapid 
changing of numbers, dates, letters, and miscellaneous data. 
“This machine has been widely acclaimed by savings banks 
for use in numbering their pass books and ledger cards,” 
Ajax asserts. “Its changing levers instantly set gear wheels 
to an entirely new setting. The solid brass engraved wheels 
and automatic ribbon-feed, with ribbon reverse, insure clear, 
clean impressions at all times.” 

The manufacturers report that the machine is available 
with either upper or lower die plates, or both, and that a 
changeable word cylinder can be supplied instead of the 
upper die. A knob at the side of the machine regulates the 
word roll. Space is provided in the unit for 15 printing 
wheels, although Ajax recommends that no more than ten 
be connected with the outside setting levers. The remain- 
ing wheels can be changed with a stylus, the company ex- 
plains. All wheels can be engraved to order. 

Guides or paper tables for proper registration of carbon 
forms are available, too. The firm reports that a complete 
catalog of its numbering, dating, and timing equipment can 
now be obtained at no cost by writing to its main office. 


Joslin Mfg. Co.'s 


Roberts Numbering Machine 
Eclipse time stamp 


Co.’s model AR time stamp 


OFFICE MANAGEMENT AND EQUIPMENT 


International Business Machines Corp. describes its con- 
secutive-space time recorder (illustrated) as “a small flexible 
machine which may be used as a job cost recorder, and 
attendance time recorder, or as a combination of the two.” 

Time cards are inserted and imprinted by one- 
matic-trip operation. 
and minute, 


hand auto- 
Stamped on them is the date, hour, 
plus the proper a.m. or p.m. designation. 
“Pressure-type printing provides registrations of uniform 
density which are clear and easy to read,” IBM asserts. 
“Each registration is automatically spaced immediately be 
neath the one preceding, no matter how complex the sched- 
ule. Irregular registrations, such as lateness and overtime, 
are indicated automatically.” 

Other features include automatic sounding of signals 
matic advance and reverse, and identification of 
recorders by alphabetic symbols. The unit can be 
horizontally or vertically on any flat surface, the 


, auto- 
individual 
mounted 
manutac- 
turers say, and is available for use on AC power or as a 
unit in an electric time system. 

This system, a company-wide set-up also offered by IBM 
permits clocks connected to regular AC current to be self- 
regulated without special clock wiring 
vated by 
“supervisory pulses” 
tion. 

In addition, the 


if 


The system 
send 


clock 


electronic which 


actual 


transmitter tubes 


that perform the 


firm offers the model 7800 all-electric time 
stamp, designed especially to record the receipt and dispatch 
of mail, telegrams, and the like. 


A. D. Joslin Mfg. Co. offers the Eclipse time 


1 stamp, a 
hand-operated unit containing a jeweled clock movement. 
Says the company of its product: “Many offices use the 
stamp in receiving mail, recording the 
was received. The unit rec: 
many shops have found it invaluable in 
on various 

The Eclipse is equipped with a 40-hour lever clock move- 
ment, and patented universal joints designed to absorb all 
shock of stamping. Its retail price 
included. 


actual time the mail 
rds a clock-dial impression, and 
recording time spen 


jobs,” 


is $30, Federal excise tax 
Delivery can be made within one week after re- 
‘ipt of an order, Joslin reports (To next page) 
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Tools of the Office 


Stromberg Time Corp.'s 
time recording unit 


Latham Time Recorder Co.'s 3800 series includes the tim: 
recorder seen on this page, a dual-purpose machine that no 
tates both payroll and job time. It imprints along the edge 
of any sheet or ticket where there is space for registrations, 
the firm explains, adding that it can “therefore solve many 
timekeeping problems where a company does not wish to 
alter its present timekeeping form.” 

The Latham machine is available in models that record 
either the day or the date of the month in combination with 
hours and minutes, hours and tenths of hours, or hours 
and hundredths of hours. The price is the same for all regis 
trations, the company reports. Type wheels are changed 
automatically. 

The recorder, built along a unit-type of construction, oper- 
ates on 110-volt current, and is said to require no special in- 
stallation. “Delivery time on the 3800 series is immediate,” 
the company says. 


Roberts Numbering Machine Co. manufactures the Rapid- 
print model AR automatic time stamp (illustrated). The 
machine features a large engraving area which permits the 
inclusion of “location” and “purpose” designations, as well 
as time and date information. Combination dies—a perma- 
nent twpper one and a revolving 6-sided lower one—are 
furnished as standard construction. 

Its makers assert that the AR is adaptable not only for 
stamping incoming mail, but for clocking the receipt of 
inter-office communications, or for 


sales 
orders. 


time-stamping 

“The imprint is made through an automatic smudge-free 
ribbon which advances one space with each impression,” 
Roberts says. “This automatic ribbon-reverse mechanism 
assures clearer, more legible imprints and maximum mileage 
from every ribbon.” 

Housing the mechanism is a cast iron case finished in gray 
wrinkled enamel. The unit is equipped with a lock and key 
to prevent unauthorized tampering with the printing wheels. 


Simplex Time Recorder Co. announces a new unit in its 
line of time recording equipment—the model 5000-6000 
(illustrated). Designed to accommodate both horizontal 
and vertical time cards, the unit provides 2-color registra- 
tions that show late arrivals and early departures in red. A 
“trigger-touch” card printing mechanism produces accurate 
registrations and clear-cut impressions, Simplex asserts. A 
signal system in each unit synchronizes the recorder with 
any gongs, bells, or horns situated throughout the office or 
factory, adds the firm. 

Type wheels are fabricated of hand-engraved phosphor 
bronze “to guarantee the lengthened life of the recorder.” 
Cut brass gears are utilized in its mechanism, while heavy- 
gauge steel is used for the case. 

“During the current emergency,” the company reports, 
“we have not found it necessary to curtail the production of 
any models. We can make immediate shipment on all.” 
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Ajax Time Stamp Co.'s 
*quick-set’ machine 


OFFICE MANAGEMENT AND EQUIPMENT 


@ Due to unavoidable space lim- 
itations, product descriptions on 
these pages are necessarily limited. 
Any reader wishing additional in- 
formation about items listed here 
is invited to address his inquiry to 
Service Dept., Office Management 
and Equipment, 212 Fifth Ave., 
New York. Or, more directly, the 
reader may query manufacturers 
themselves. The address of eaeh 
firm’s home oflice is listed on page 


50. 


@ Next month’s “Round-Up” fea- 
tures an important, comprehensive 
summary of duplicating machines. 
Watch for it! 


Stromberg Time Corp.’s Unispeed unit is termed by the 
manufacturer “a rugged time recorder that will automatic- 
ally raise or lower the time card and move the printing unit 
from column to column on schedule.” The recorder high- 
lights all lateness and overtime by a color change or out-of- 
space print and can be set to ring bells on a minute interval 
schedule. 

“Unispeed has a finger-tip triggered printing unit that 
will work every time,” Stromberg says. “It does not de 
pend entirely on electric power to make a time record.” 

The unit is constructed of uniform units designed to sim 
plify maintenance. All features are train-geared for “abso- 
lute time uniformity,” while type-wheels are “Geneva geared 
for positive action and alignment of type characters.” 

Unispeed is priced from $285 up, f.o.b. factory. Stromberg 
lists delivery time at from 10 to 30 days. 


Wardrobes & Lockers 


All-Steel Equipment Inc. manufactures an office wardrobe 
cabinet (illustrated) featuring “rugged frame” construction 
that is reinforced at angles, channels, and the base. Con- 
cealed hinges on doors afford a smarter, neater appearance, 
All-Steel points out, while streamlined chromium plated 
handles provide the modern decorative touch. At present, 
wardrobes are available in gray or green in these two sizes: 
36 x 18 x 78 inches and 36 x 24x 78 inches. Normally seven 
other styles and sizes are produced, All-Steel reports. It is 
expected that later this year a larger selection of wardrobes 
will be available. 

In addition to wardrobes, the firm also offers a line of 


Latham Time Recorder 


Co.'s 3800 model 


International Business 
Machines’ time clock 
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steel lockers—single-tier, double-tier, box lockers, and 
“Unit-Robes.”. The Unit-Robe, All-Steel’s latest locker 
development, is said to accommodate the belongings of 16 
persons in only 8.66 square feet of floor space. It provides 
each person with a 12 x 12 x 18 inch box locker, and space 
on a coat rod for outer garments. All lockers are fabricated 
in 16-gauge steel, and are available in gray, green, and tan. 


Appliance Products Co. offers the model F-42 floor unit 
(illustrated) as part of its Serv-Mor line of wardrobe equip 
nent. The units may be used singly or in combination 


back-to-back, end-to-end, and so on. According to the manu 
facturer, they may be equipped with swivel casters and um- 
brella racks Priced at $55 f.o.b. Madison, W is _ the | 42 is 
reportedly available for prompt delivery 


Berger Mfg. Div., Republic Steel Corp., announces th« 


latest innovation in its line of lockers—“key control.” This 
leature ¢ nnpletely eliminates the handle, Berger explains, 
eaving only “the safety and good looks of a tlush 


locker doors unlock in the ordinary manner, by the 


tion and turning of a key; they pre-lock when the 

removed, and lock automaticaliy upon closing. Key control, 
which is available on all Berger single- and double-tier toc] 
ers, has the added advantage of el mating all handt 


maintenance costs, the manufacturers assert. 
Che Berger Divis: 


tion, and 2-person lockers, as well 


ot box, combina 
as single-, double-, and 
triple-tier models. The company offers, too, steel wardro 
cabinets in both single- and double-door styles. The cabinets 
feature heavy gauge steel construction, pan-type reinforced 
doors, and 3-point latching bars "I 


ilso offers a lint 


for positive locking 


Hardware is chrome plated; finish is olive green or gray 


baked enamel] The double-door cabinets are available in 
two sizes: model 8021 measures 18 x 36 x 78 inches, model 


8031 measures 25!4 x 36 x 78 inches 


Cole Steel Equipment Co. Inc. offers the model 7600 
“safe-type” storage cabinet (above). The unit is equipped 
with four adjustable shelves, and double doors that feature 
a two-way locking device controlled by a paracentric lock 

“As a storage cabinet for office supplies and printed 
matter,’ Cole says, it will pay for itself over and over again 
by preventing pilferage.” 


Available in either gray or olive green, the cabinet 
measures 1814 x 36 x 76 inches. It retails for $69.95. Addi- 


tional shelves may be ordered for the unit at $5.95 each. 
The company also manufactures a wardrobe cabinet which 
is similar to the 7600 in dimensions, color, and door con- 
struction. It is equipped with a hat shelf and chrome 
oat rod, and is priced at $67.95. A third model, a com 
bination wardrobe-storage cabinet, has three adjustable 
shelves, hat shelf, and coat rod. Its price: $74.50. 


heystone Steel Equipment 
Co.’s storage-wardrobe 


Appliance Products Co.'s 
model F-42 floor unit 


Tools of the Office 


Model 1196-88 of Aurora 


Cows Equipto Division 


Cole Steel Equipment 
Cos model 7600 


Equipto Div. of Aurora Co. offers as a unit the combina 
tion mail sorter, catalog rack, and office storage case see 
above dentified as model 1196-88, the tall &l-inch cass 
provides 4? pigeonholes tor ipportionine mail by states 
cities, or company departments, Fourtee f these ii] 


compartments are of wider 
commodate magazines and large envelopes 

The lower storage section is also available separately 
Measuring 28 x 36 x 39 inches, it can also be ordered wit! 
extra intermediate shelves. The upper 
is likewise available independently 


Keystone Stee] Equipment Co. Inc.’s combination ward 
robe and storage cabinet functionally combines space for 
office equipment and supplies with space for wardrobe items 
The single unit is equipped with four shelves in its storage 
section that are adjustable on 2-inch centers to accommodate 
a variety of loose or packaged supplies. The wardrobe se¢ 
tion is a complete unit-within-a-unit, having a hat shelf and 
an anchored coat rod. 

The cabinets, finished in gray or olive green, are equipped 
with chrome hardware and a built-in 3-point handle locking 
device. They are available in four sizes, with depth-width 
measurements of either 18 x 35 inches or 24 x 35 inches, and 
heights of either 72 or 78 inches. Two keys are supplied 


Stansteel Corp. manufactures both lockers and wardrobe 
cabinets. Their model 1WA double-door clothing cabinet 
is equipped with a hat shelf, coat rod, 3-point locking device, 
and a Yale lock. It measures 18 x 36 x 72 inches, and is fin 


All-Steel Equipment’s 


V ogel-Peterson’s 
office wardrobe 


“Office Valet” 
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Tools of the Office 


Berger Mfg. Div.’s 
double-door locker 


Another Berger product: 
*key-control’ lockers 


ished in dark green or dull gray baked-on enamel. Their line 
of lockers contains 12 models. Finished also in green or 
dull gray, each features a hat shelf, coat rod, hooks, 3-point 
locking device, built-in lock, and a lift-type handle designed 
for a padlock hasp. Prompt shipment can presently be made 
on all items, Stansteel reports. 


Vogel-Peterson Co. offers the “Office Valet,” a wardrobe 
unit that is said to accommodate the belongings of three per- 
sons for each square foot of floor space. Largest item in the 
Valet line is model 2-U (illustrated), a 24-person unit meas- 
‘ing 2x44 x6% feet. It features individual umbrella racks 
with removable drip pans, an overshoe and rubber shelf, 
and individual hat spaces. The manufacturers point out that 
it is sanitary (it ends storing food and old clothing in lock- 
ers), ventilated (all parts are open to air and light), and 
visible (thus discouraging employee theft). 

All Office Valet units are constructed in light rigid-welded 
steel tubing finished in baked-on enamel. They are sold 
complete with “full-form” hardwood coat hangers. Optional 
rubber shoe mountings and casters are available, too. 


Typewriters 


R. C. Allen Business Machines Inc. produces a new stand- 
ard typewriter which features a built-in, adjustable card and 
paper holder, personalized touch control, and individual key 
action tuning. The line-space lever, the manufacturer says, 
“travels only a fraction of the ordinary distance and saves 
the operator much time and effort.” 

The new standard, which is available with an 11-, 12-, 14,- 
18-, 22-, or 26-inch carriage, also has a margin setting device 
which permits the margin to be adjusted while the carriage 
is in any position. 


American Automatic Typewriter Co. has announced a new 
addition to its line, the Copy-Typist, which allows one 
operator to type the same information on three different 
typewriters simultaneously. Using three typewriters mount- 
ed on one Copy-Typist, the operator types material on one 


machine, called the master typewriter. As she types, the 


IBM’s electric 


Robotyper Corp.’s 
“Executive” model 


standard model 


Stansteel Corp.’s individual lockers (left) 
and double-door wardrobe cabinet (right) 


copy typewriters automatically reproduce the same material 
on the same or a different form. 

Carbon copies may be made on all three machines, and, 
since each typewriter may be used independently at any 
time, variable information may be inserted manually by the 
typist on each set of forms, while information that is the 
same on all forms is automatically copy-typed. 


Ralph C. Coxhead Corp. announces that it is now distrib- 
uting the “Headliner,” a photo-composing machine for 
headline composition. Manufactured by the Wirtz Co. of 
Chicago, the new device is said to make it possible to 
set any headline in various type faces from 18 to 72 points 
by a dialing operation. Type fonts are plastic disks which 
drop into operating position on a spindle. The print is 
made on photographic paper which is automatically run 
through developing, fixing, and washing tanks within the 
unit, and emerges as a finished print. 

Variable letter spacing permits lines to be justified to 
any length. According to the distributor, the new machine 
in combination with the Coxhead Vari-Typer, makes it 
possible to complete an entire job of cold-type composition, 
from headline to body copy within a business office. The 
finished print, ready for use, is produced by the machine 
in 90 seconds. 


International Business Machines Corp.’s new electric 
Executive typewriter has proportional spacing, which gives 
each character the amount of space it requires, rather than 
an equal amount of space regardless of the character width. 
Thus, it is possible to prepare copy with a straight right 
hand margin. 

The Executive model can be equipped with either fabric 
or carbon paper ribbon. A _ four-position control 
makes ribbon usage economical, the maker states, on the 
machines equipped with fabric ribbons. The typewriter key- 
board, is 


ribbon 


“scientifically-sloped” to increase production and 
reduce operator fatigue, and is covered to prevent dust accu- 
mulation in the mechanism, 


Paillard Products Inc. manufactures the Hermes Rocket, 
Swiss-made portable that weighs only 8 pounds, 11 ounces, 


Paillard Products’ 
Hermes’ ‘Rocket 


L. C. Smith & Corona Ine.’ 
oflice typewriter 
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less than half the weight of most portables, according to the 
manufacturer. The typewriter has a standard keyboard, car- 
riage, and ribbon, although it is small enough to be carried 
in a briefcase. The makers state that it will do everything a 
full-size typewriter will do. 

The machine is available with over 70 different keyboards 
for various languages, and English, French, Spanish and 
Hebrew keyboard models are available for immediate deliv- 
ery. The Rocket, which has Pica type, retails for $64.50. 


Remington Rand Inc.’s new Dual-rite Electri-conomy 
typewriter offers both bold and regular printwork in one 
machine. If the user wishes to emphasize headings or 
portions of copy, the makers state, it is possible to produce 
bold face typescript by switching the ribbon control. 

The alternative printwork results from employment of 
two ribbons. When the ribbon control is switched for 
bold type, a fabric ribbon rises in front of the customary 
paper carbon ribbon. The bold face effect is gained through 
increased ink deposit from the added key impact due to 
the double thickness, and controlled “spread” of the 
printed type. 

The machine can also be used for regular typing- 
‘orrespondence, multiple copy work, and cutting stencils 


Robotyper Corp.’s standard model Robotyper is designed 
to produce individually typed letters in quantity, on one or 
more electric typewriters. The model illustrated can accom- 
modate any kind of copy up to a roll capacity of three full 
pages, and the control knob, which appears on the right 
corner of the Robotyper, will bring any portion of the record 
roll into typing position. Hand-typed fill-ins can be inserted 
anywhere in the body of a Robotyped letter to personalize 
the message. 

For larger volume typings, the manufacturer says, several 
electric typewriters can be connected to the Robotyper in 
series, all operated automatically from one record roll, or, 
if desired, a separate electric typewriter can be used to 
activate the typewriter mounted on the Robotyper, without 
the preparation of a record roll. Thus, the operator can 
obtain from a single typing twice as many copies as usual. 


L. C. Smith and Corona Typewriters Inc.’s new office 
typewriter features the “Page Gage,” a red signal which 
warns the typist when she is 2% inches from the end of the 
page, interchangeable platens, and an automatic one-hand 
margin-setting system, which, the maker declares, will not 
“follow” when the carriage is moved. 

The new machine also has a master tab-clear key, de- 
signed to clear all tabular stops at one touch, as well as a 
separate clear key for clearing individual tabs, and a line- 
retainer feature, which returns the platen to its original line 
automatically after it has been freed for typing between lines 
or at odd levels. The standard model has a 10-inch typing 
line, and can take a sheet of paper 12 inches wide. The 
machine is finished in ‘Sapphire Grey,” with keys and con 
trol panel in green. 


Underwood Corp.’s new electric typewriter has au equaliz- 
ing feature to apply equal pressure at both sides of the 
paper automatically, which is designed to insure accurate 
paper feed and to eliminate the possibility of carbon mark 
ings. The company also asserts that it assures perfect regi 


regis- 


R. C, Allen Ine.’s 


Underwood Corp.'s 
standard model 


electric typewriter 


February. 1953 


Tools of the Office 


American Automatic Typewriter Co.'s ‘CopyTypist’ 
system. One typist activates three machines 


tration on original and all carbon copies by eliminating air 
pockets and paper bulging, and assists in making erasures 
The unit has an impression control dial, which can be set 
for the number of carbons required for any particular job. 
The machine features, too, a “finger-flite” keyboard said to 
be “easy on the finger tips.” 


Special keys have “color con- 
trol” for quick identification. This is said to give uniform 
results automatically. Electric margins make it possible to 
set margins from the kevboard, while the keyboard itself is 
standard 


Remington Rand’s electric ‘Dual-rite’ (top). 
Ralph C. Coxhead Corp.'s type composer (bottom) 
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Tools of the Office 


Petterson Mfg. Co.'s 
*Ma-Co” copyholder 


Bankers Box ¢ 
*Liberty” 


Copy Holders 


Lihe rty 


Bankers Box Co. 
designed to hold all copy in full view at sight level, and in 


makes the copyholder, a unit 


which the entire reference area is said to be visible. The 
Liberty is made of heavy gauge steel, finished in gray 
enamel, and retails for $1.30. Dimensions are: width, 7 


inches; height, 9'4 inches; base depth, 5 inches. 

Copy-Right Mfg. Co. has introduced a 
the maker asserts, is as nearly “repair-proof as any me- 
chanical device can be.” The twelve-inch model (illus- 
trated) will take books and sheets of any size up to 12 inches 
width. 


The copyholding plate of this unit can be tilted forward or 


copyholder which, 


TIME RECORDERS 
Ajax Time Stamp Co., Inc. 
368 Broadway, New York 


Cincinnati Time Recorder Co. Aurora, Ill. 


— 
Os 


model 


backward for maximum visibility. 
pers hold transcribing 


1 
make 
copyholder, 
for 


ly 


holders 


Cole Steel Equipment Co.., 
285 Madison Ave 
Equipto Div. Aurora Equipment Co. 


Rite-Line Corp.'s 
construction copyholder 


Hall-Welter Co. 
seven models, 
on the 


noiseless. 


Inc. 


New York 


ishing N 


1733 Central Ave. Cincinnat General Steel Products Nera 
Dorson Corp. 131-35 Avery Ave 
601 W. Washington Blvd., Chicaa Interior Steel Renee Co. 


International Business Machine Corp. 2352 E. 69th St., 


Cleve 


ana 


adelph 


590 Madison Ave., New York Keystone Steel Equipment Co. 
. 1914 S. Water St.. Ph 
= — _ haniten at Lion Steel Equipment Co. 


3070 Webster A 
Kastens Co., Henry R70 Webster 


ve., Br 


N. Y 


L Metal ts, Inc. 

536-40 West 27th St., New York year dugy-mcgg heal 
Lathem Time Recorder Co. Midwest Metal Mfg. Co. 

76 Third St., N.W., Atlanta, Ga 1818 N. 18th St, St. i 
Roberts Numbering Machines Parker Steel Products, Inc. 

700 Jamaica Ave., Brooklyn, N. Y 54-60 Columbia St., Br N 
Simplex Time Recorder Penn Metal Corp. of Pa. 

25 South Lincoln Ave., Gardner, Ma 50 Oregon Ave., Philadephia 
Stromberg Time Corp. Security Steel Equipment soe 

109 Lafayette St., New York 50 Manhattan Ave., Av N 
Time, Date & Number, Inc. Stansteel Equipment Co., Inc. 

298 Broadway, New York 17-29 14th Rd., Colle P 


N. Y. 

WARDROBES AND LOCKERS 
Allied Steel Equipment Co. 

15-34 118th St., College Point, N. Y 
All Steel Equipment Co. 

100 Griffith Ave., Aurora, |I!. 
Appliance Products Corp. 

Madison, Wis. 
Art Steel Sales Co. 

170 West 233rd St., Mu Y. 
Berger Mfg. Div., Republic Steel Corp. 

1038 Belden Ave., N.E., Canton, Ohio 
Cardinal Sales, Inc. 

563! West Madison St. 


52-85 74th St 
Vogel-Peterson Co. 
1121 W. 37th St 


Werner's Mfg. Co. 
1011 South Hut 


TYPEWRITERS 


Bronx 
678 Front Ave. 
Mich. 


Chicaao 614 


Ch 


R. C. Allen Business Machines, 


N.W. 


St 


Supreme Steel Products, Inc. 
Maspet! 


Grand 


Chicage 


are 


Inc. 


it possible 


Rapid 


American Automatic Typewriter Co. 
N. Carpente: 
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which 
$31 in the 


Moreover, 
designed 
Petterson Mfg. Co. 
employs small magnets to hold copy in place, 
“fingertip control to 


scroll 


“Knee- 


action” 


12-inch model. 


produces its 


Model 


Hall-Welter 
and constructed to be 
produces Ma-Co, 


asserts, their 


thus 


the worker 


Justowriter Div., 
Rochester, N. Y. 
Ralph C. Coxhead Corp. 


720 Frelinghuysen Ave., Newark, N. J. 
International Business Machines Corp. 
590 Madison Ave., New York 
Odhner Sales 
210 Fifth Ave. New York 
Paillard Products 
265 Madison Ave., New Yors 


Remington Rand Inc. 
315 Fourth Ave., New York 
Robotyper Corp. 


125 Allen St., Hendersonville N. ¢ 


Royal Typewriter Co., Inc. 
2 Park Ave., New York 

i [ot Smith & — Typewriter Co 
Syracuse, N. 

Underwood Corp. 
| Par « Ave , Ne w T 


COPY HOLDERS 
Bankers Box Co. 
720 S. Dearbc St., Chicag 
Copy Right Mfg. peed 
53 Park Pl. New ¥. rk 
R. Funk & Co. 
Edison Rd., Furlong 
Hall-Welter Co. 
42 Mt. Hope Ave., Ro 
Petterson Mfg. Co. 
631 Milpas, Santa Barbara, 


Pa. 
hester, N. Y 


Calif. 


Pres-To-Line Corp. of America (Precision- 


eering) 


2339 Cotner Ave., W. Los 


Angeles 


Remington Rand Inc. 
315 Fourth Ave., 

Rite-Line Corp. 
1025 


New York 


ISth St, N.W., Washington 
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Views of Copy- 
Right Co.’s model 


xrip 


The 
sells 


paper 
material in place, while two levers 

to both raise and lower copywork. 

attaches to the typewriter frame, 


Krror-No copyholde r 
for various widths of copy. 
opposite 
According to the maker, 


36 seen 
ge, takes copy up to 36 inches in width 
all models in the line are complete- 


cé 


service-free. 
a copyholder which 
viving 
as it captures one or more 


Manufacturers’ List 


Commercia! Controls Co. 


Calif 
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lines at a time.” Ma-Co can be adjusted to hold papers at 
any angle to suit individual needs, and is also recommended 
by the manufacturer for holding papers while filing. 


Remington Rand Inc. offers the Line-a-time copyhelder, 
which underscores the line being copied, and also permits 
the typist to see several lines ahead. The copyholder has 
a knob control by which the angle of inclination can be 
adjusted for maximum readability, and a “turn-a-page” 
pocket, which lets the old page slip through the paper gate 


Rite-Line Corp. has developed a copyholder of scroll con- 
struction, instead of the conventional flat bed design. It is 
not necessary to attach the unit to either typewriter or desk, 


Rite-Line says. Copy wider than standard letter size can be 


Remington Rand’s ‘line-a-time’ copyholder allows 
typist to see several lines ahead 


Tools of the Office 


Hall-Welter Co.’s *Error-No” copyholder. This wide 
model is one of seven offered by that firm 


handled by use of 15-or-20-inch eye guide extensions, also 
sold by the maker. 

Another attachment which can be used with Rite-Line is 
the line magnifier (shown in illustration), a device whict 
magnifies each line uniformly as it appears above the eye 
guide. Cost of the standard copyholder is $17.75; the line 
magnifier attachment, $4. 

NEXT MONTH: duplicating machines—all types 


APRIL: fans, air circulators, air conditioning units, water coolers 
MAY: floor covering, mailroom equipment, addressing equipment 


Paper Tells Your Story 


(From page 27) 


corners do give away, they break down completely. 
Thinner stocks will have more flexibility and will 
bend for a longer time before they break. 

Heavyweight stock takes up more room in the card 
trav without, as far as ordinary card sizes are con- 
cerned, adding substantial benefits in’ performance. 
For years the lightweight, machine-posted cards in 
higher grades of stock have proved that resilience and 
quality made in the stock is what gives the card dura- 
bility. 

In hanal-posted indexes and card forms, lightweight 
stock for 5 x 3 and 6 x 4 should be used, medium- 
weight for 6 x 4 and 8 x 5, heavyweight for 8 x 5 and 
larger sizes, extra heavyweight for extreme sizes and 
special purposes. Extra heavyweight stock is used for 
ordinary card guides. 

A thinner substance than lightweight, especially 
manufactured for the purpose, is used in machine 
posting because anything above the lightweight does 
not give satisfactory performance around the machine 
roll. Lightweight bristols should also be used in 
visible records, particularly where used without the 
visible pocket. Normally card stocks varv a little in 
thickness, even in the same index card, without any 
noticeable effect. A few appliances, such as tabulating 
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machines and time clocks, may require uniform thick- 
ness, and specially manufactured stock should be se- 
lected for the purpose. 

One specification for cards cut from index bristol is 
most important to the operation of a card system. The 
cards must be exact in dimensions. Cards are filed on 
edge and should present an even alignment for et- 
ficient handling of the record. Stock cut with a guil- 
lotine knife will look even and exact when stacked 
together on the cutter, but there is an unavoidable 
difference between top and bottom cards in the stacks. 
When scattered in the card tray out of order from the 
cutting, the “peaks and valleys” will develop a de- 
cided uneven alignment in the tray. All cards for card 
systems should be disc cut. The stock is passed through 
a series of discs in pairs revolving against each othe 
and the measurements are therefore exact. 

In the process of papermaking, a great many tests 
are made to determine the different characteristics or 
properties of the stock. The wide range of papers will 
fit any purpose in the office, and the buyer will make 
the selection with the aid of his printer or paper rep- 
resentative. 

Even if any lavman knew the results of all the tests 
that go into papermaking, it is doubtful if he could 
interpret them for his use requirements. After the 
paper is made and the samples are before him, it is 


(To page 64) 
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PEOPLE IN THE NEWS 


Walter H. Wheeler Jr., president of = 


Pitney-Bowes Inc., has been elected a~ 


director of the National Industrial 
Conference Board for a term of one 
year. 

The board, founded in 1916, is an 
independent, non-profit institution for 
business and industrial fact-finding 
through scientific research. A source 
of data bearing on many aspects of 
economic life, it is supported by more 
than 3,200 subscribing associates, in- 
cluding business organizations, trade 
associations, government bureaus, la- 
bor unions, libraries, individuals, col- 
leges, and universities. 

Mr. Wheeler, who is president of 
NICB’s New England council, is also 
a trustee of the National Planning As- 
sociation, vice-chairman of the Coun- 
cil of Profit Sharing Industries, and a 
member of the Business Advisory 
Council for the Department of Com- 
merce, the finance committee of the 
Committee for Economic Development, 
the Mutual Security Agency advisory 
group on European productivity, and 
the Commerce and Industry Council 
of the National Urban League. 


John J. Brock, with United Air 
Lines since 1948, has been named 
manager of machine accounting, it 
was announced by 
R. E. Bruno, con- 
troller. Mr. Brock 
replaces J. C. Mc- 
Abee, recently ap- 
pointed assistant to 
the vice - president 
for finance and prop- 
erty. 

Mr. Brock, who 
came to United’s ac- 
counting department 
after 11 years with 
the Milwaukee Railroad, became sup- 
ervisor of tabulating last year. A na- 
tive of Park Rapids, Minn., he later 
moved to Chicago and_ attended 
Northwestern University 


Bernard F. Gimbel, president otf 
Gimbel Brothers Inc., New York, has 
recently accepted membership on the 
commerce and industry council of the 
National Urban League, an interracial 
voluntary social agency. Word of the 
acceptance was announced by Win- 
throp Rockefeller, council chairman 


J. J. Brock 


Composed of twenty-seven national- 
ly-known representatives of manage- 
ment, the council aims to strengthen 
and extend the league’s industrial rela- 
tions and vocational guidance program, 
and help it promote “equal economic 
opportunity for Negroes in all fields of 
endeavor.” 

Mr. Gimbel is chairman of the board 
of Saks & Co., a wholly owned sub- 
sidiary; director of the Coca-Cola Co., 
director and chairman of the board of 
Madison Square Garden Corp., director 
of Burlington Mills, and a member of 
the executive committee, American Re- 
tail Federation. 
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H. A. Hicks, vice-president and gen- 
eral sales manager, dealer sales divi- 
sion, Remington Rand, Inc., has an- 
nounced the appointment of Lee Snow 
as sales manager of adding machines 
and cash registers 
for that division. 

Mr. Snow attend- 
ed the Universtiy of 
North Carolina and 
served with the 
U. S. Air Force dur- 
ing World War II. 
He began his career 
with Remington 
Rand as account 
representative in the 
former adding, book- 
keeping, calculating machines division 
in 1947. He was later promoted to 
agency specialist for adding-calculat- 
ing machines and then to the post of 
dealer adding machine specialist. With 
the formation of the dealer sales divi- 
sion in 1949 he was assigned as assist- 
ant sales manager for adding machines. 


5 


Lee Snow 


International Business Machines 
Corp. announced recently the appoint- 
ment of Joseph Warren as manager 
of the company’s domestic branch- 
office administration, and of Herbert 
J. Parman as manager of the retail 
department, at IBM world headquar- 
ters in New York. Mr. Warren pre- 
viously was an administrative assistant 
at world headquarters and Mr. Par- 
man was manager in IBM’s New 
York midtown office. 

Mr. Warren joined IBM in 1934, 
After serving in several sales capaci- 
ties he was made electric accounting 
machine manager at Portland, Me. 
On his return in 1946 from service in 
the U. S. Navy he was made IBM 
manager at Concord, N. H., and later 
was advanced to the position from 
which he has just been promoted. 

Mr. Parman joined the company in 
1937 in Brooklyn and served in sev- 
eral sales posts until his appointment 
in 1944 as electric accounting machine 
manager in New Haven. In 1949 he 
was made electric accounting machine 
manager in the New York midtown 
office. 


Election of John Mosler as execu- 
tive vice-president of Mosler Safe Co. 
was announced recently by his oldet 
brother, Edwin 
Mosler Jr., president 
of the firm 

In other action, 
Martin S. Coleman 
was elected a_ vice- 
president, yet will 
also remain in his 
present post of 
treasurer. 

John Mosler, a 
vice - president since John Mosler 
1950, will take over 
the post of executive vice-president 
vacated by Harry H. Lynn, who was 
elected chairman of the board in Aug- 
ust. A fourth generation member of 
the founding family, Mr. Mosler 


joined the 104-year-old company in 
1945. During World War II, he served 
as special agent in the counter intelli- 
gence corps. He attended Exeter and 
Princeton. He is 30, single, and a 
resident of New York City. 

Mr. Coleman has been treasurer 
since 1950. Prior to joining Mosler in 
1945, he served with the cost inspec- 
tion service of the Navy. He is a grad- 
uate of New York University’s school 
of accounting. 


\ppointment of Tom Calamia, asso- 
ciate designer, to vice-president in 
charge of engineering and _ technical 
sales, was announced recently by Har- 
ry Handler, president of General 
Lighting Co., New York. Mr. Calamia 
has been with the firm for the past 
five years. 


The appointment of David M. Sloan 
as a representative for pencil prod- 
ucts of the Joseph Dixon Crucible Co., 
Jersey City, was announced recently by 
Anthony J. Zino, Jr., general sales 
manager. 

Mr. Sloan, a resident of Atlanta, 
Ga., will handle the complete Dixon 
Pencil line, including the Ticonderoga, 
in the Georgia, Florida and Alabama 
area. 


Appointment of Kramer W. Foster 
as vice-president and general manager 
of Ideas Inc., was announced recently 
by George Thom, 
Jr., president. 

Ideas Inc. designs 
and constructs cus- 
tom office furniture 
for business and in- 
dustrial firms, sells 
standard lines of of- 
fice furniture and 
equipment, 
and serves as inter 5 
ior decorators and K. W. Foster 


consultants 
The company moved to new quarters 
at 8151 Gratiot Ave., Detroit, in 1952 
Mr. Foster had served as director 
of administrative services for Ross 
Roy Inc. for the last nine years and 
prior to that was director of advertis- 
ing and sales promotion of United 
States Radiator Corp 


Remington Corp., air conditioning 
equipment manufacturers, Auburn, 
N. Y., announced last month the elec- 
tion of three new officers. Caleb C. 
Brown Jr. was named treasurer to suc- 
ceed Kenneth E. Latimer who retired 
recently. Francis P. Reagan was 
chosen as controller, and Charles E. 
Downey as assistant treasurer. Her- 
bert L. Laube, company president, ex 
plained in announcing the appoini 
ments that both Mr. Reagan’s post and 
Mr. Downey's had been newly created 
by the board of directors 

Prior to his association with Reming- 
ton, Mr. Brown was an assistant attor- 
ney generai of New York State. Mr. 
Reagan was formerly general account 
ant and office manager of Columbia 


(To page 58) 
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CUTS AND ELECTROS 


MAPS AND PLANS 


ENGRAVINGS 


HEAVY sTEEL BLUEPRINT CABINET 


Solidly built of heavy gauge furniture steel. Smooth gliding drawers on ball-bearing rollers, 


| 
' 
‘ 


a) 
mm 
a] 
i | 
* ie 


LOCKS 


Automatic Plunger Type 
Lock Controlling All Five 
Drawers—$15.00 
Additional 


equipped with rear hood and lift compressor in front. 5-drawer units that can be securely 
stacked to meet your individual requirements. Olive green or Cole grey finish. 


Inside Drawer 
Dimensions 
Wide Deep High Wide 


No. 4030—5-drawer unit 37” 25” 2%” 
No. 30-B Base 7 2" high for above ccbinet 
No. 4332—5-drawer unit 43” 32” 2%” 
No. 433-B Base 7 ¥," high for above cabinet 
No. 5038—5-drawer unit 50” 38” 2%” 
No. 538-B Base 


COL 


7 2” high for above cabinet 


Prices slightly higher in Texas, Colorado and West of the Rockies. 


Bestest EQUIPMENT ree ae 


Outside Cabinet 
Dimensions 
Deep 


40%,” 28%” 15%,” 
46%” 35%” 15%,” 


53%” 41 3” 15%,” 


Price Shipping Weight 
$112.50 162 Ibs. 
16.00 20 Ibs. 
149.50 245 Ibs. 
18.50 30 Ibs. 
169.00 _—:319 Ibs. 
20.50 41% Ibs. 
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Top index drawer 
be used for cance 


COLE stets courrment co, |INC., 285 MADISON AVE., NEW YORK 17, N.Y. 


Pie | a ee Ra ke: po ee no Se 2. a _ > ees ; Oe a 
i ae et os 44 : 2 JE a co - - ny , “> ae ae - «— » e.g we i eee — ES ae mate i e. : 

“ ¥ : J i i ie: ” i we 
; : = eo Gt oe 
if - ~ : 7 ¥ : ee 
i he oe ee i : ; ; : : oe i aS 
; ae : , ee ei ; me eet | "lee , a ee q a) a jaa me ee 
f @ , ae ay a al ae een aa i, ft ‘ 

q f * | 2 “ Bod Rie | Jac B= a = a ‘ 
ig : ; c ab “ €\ Be, ie on rj re eS EY jee ei) 
iv : ae ( 5a = ie a ae afi =. e — aie 
|! ao me ee ee) r 2 i, Sat ae 

: ’ abe a 3 ae co at re: te ie Tg i ‘ i wk ie. rs =. 
i : 7 a } vi “— “ssh H os Bae fet ay - 2 : rv Ried us 2 ia B: 

a > 4 ig ' | a “ fp at ee Be a nay a ase ‘sd a at 
x oe TE oe oe rp or 4 poly ta : owt = a > ae 5 
4 * ‘ 4 ae ‘ ae IRS eet ats : : i oe 3 tee 
3 . ~ eee ’ 4 i pe oes = z v i panes ‘ 7 iy 
a ae a Se ne ee aa ; " i 
a aa = : : asi. Ea mete ih a aa 7 ee ai et ie mee i , + : 
is by A rt, > oe eo ¢ eee ae foo ae social Mae, te 
Tae . ii So Scie ao IP i al 

ee’ ae mg —_ a 
a beg fi eee eo ee P Y re 2 Fe Na 
sig 4 Ath, eee ‘ i com ee) ys oy ial i ‘ r P aa Si \ i 
of Bebe - A : : : ee.. oes ae oe 
. oS ee 5 a | gee a 

) aie 7 7 , 4 ; nes 

Ft c-Fes aa _ S | ie eae apse re 

= ae a | ' ; ‘ si — ‘ Peas), eee 
4 Bie j 1 ~~! f pee. : ws ; ee eA Le ‘- 

: by 5 Ahoy , 4 ] . » anil , oa le rt, § ag oa Le + Pe ees - 
ig Re Sa eS ee Se a Rs ee Lae , “a oe 3 Ee =." 
‘a Hue Rae t . : + je ht a a a pentane ert Re # y 3 ne Le 4 
ia a: me we # ~~ ~ ba 122 ‘im ae Fo 7, ail py it “ak, . BB) aE e ——_—: iss? ae =! 
|. ay ae | i a cn aan: Fe 1 ie a ed 
E (a ‘a ne eo ie i, 5 Sale a 
he Bh P| ee ees eer =. = 
f ce. les iy - AR, I ee eee | 
|) ea . ce Be ie | eae 
! = , ; 5 a 8 CR eee? es We Tea ' 
ee ey ee oe. | OAs emees y ot 

; ay , . a ‘ 2 “ene | ys sees if % 

a oan , “De ¥ y st 4 ‘ ne - | a ae rh ee me haw 

’ vat Fahy ‘ bs 7 Ea tade mE ‘ ee, MMR BU exes yar bas ee oe. | a 

os ie : ee a | es - ee Se ten, |! ee Ee | > eee me 
: + ity J “ 7 ° 5 ‘ ost a Wa So ee ; 
i | * : Webi ramen bead © 
a ae 8g lt eee a as t 
oy, Da» , aa = Se eee ‘ ' ‘ Tes a hie: 
| ae ae | (toon pas q 
by ae ee — oe! a 

5 es. e. _ a wie ne ee oaks eS 
‘er Ds a i tig 3 « 3 ey £ tee au -S 

es me oar a é Ke Pewee eer 

: » a. ‘ : » Me OP 8 3 fee 
OM tg boa 3 > See Qe cOLe — Ga. |. Lee 
mn i yt Come. < lg = a « ieee - f = | Spe ee ee 
Ge Bo ee ees = — ; : . — be Se 4 we ae. 
‘a 15 ri cane me il Fi — eee 4 = soi Bass? ‘St See ue aa 
eee: ee Wee 4 ped. eigees ~ Rey iis et < : 
; ai ane si ey ae # =e * Ge 4 iat — abv sete ™ : at . 

a Pies vf A y sey eh a Fa : es . " x ; 

. “noe wate ae Pe rs te igs q : 
| Ie pe ey hee are ee \ = ee ———— ee as o> gee Wit = be EAR os : 

; ck eal ph lad ‘ ie = a 4 a moe 

ra aoe ee y ae a f ‘ bot Ng 
4 a sf “ i. og ‘ Bs i " r es ae" “4, ’ & ” ‘3 - ” , ’ a ca 
on i Pep  §. ae INE el ae amanteaette Se - — aS hee 9 

ee a | a . he ‘ 4 re 

‘ - oe : x : 3 3 ee 3 
; , ee oe rae ki 5 Ee j on 
1 auras sees oT t 3 ae : 

‘j 5 te * bare Sy i 7% - 4 it 7 
pe a Sar. 1. ees ee z a : % Bae 

i q = 9 a 
We a Roe : vd - : i 
Ke x Tas = a be ; BY Ae oe 
ih x - - ; Be | : ere wees 

f * &e : ee : “Ks ‘ Pes i. % 

" J ty : - ‘ 7 ae 
Rie Rex i . ; “hae 
ea Bt als Se : soe AyS A 
ae 4 wan De es, 2 M4 i ri oe oS oe ~ % sod 
a 4 oe ak eae Bs ee 

| 4 joe eee Se 

Hy “a é a et arene wee ae wer bes 
2 4 e eee BK ra ee ; ay 
i Pg a Hee Agee Te aga ee ‘ om \ fe 

r . ‘ai gees Be . - Wi, at ZI é 

AR q as : me - 

i} ; —ioee.. Sot ar vs) af 
Sis q ae —* : t 
ae a " cep arnt — : ; a 
a 4 - yy. 2 ——} Ce az) > i: ; 
if 2 o@a . ap 5. 

bg a A ees: Seng j : ' ‘ 

‘ (ae Be | i ; 
q * Bea ae OS aa *. 
y a aie : Ke ‘ : 
ant 4 ey | ht “ xi » : 

: gs nd ie > %; Be 
"a -> a 7 5 
q ie | iS ; = 
“a =, at i *“ -? : P , 

‘ . 3 : ‘ =e ; 

a a 4 i e? ; e ‘" : x 5 
be { “e wi, - 33 i 
s q | oe 4 a 
os t. 1 Te . : ¥ = 
cee 4 sy : Foe. Hoe 8 ra 1b z 
a “a J Ry ; E ‘ ais cae 

ile = . : ‘ rao 
i ; ; % ‘ — 
eek See ig , 4 gota ca } 
pe) < Un Bis 6 i as ’ 

i Tee 

Th - a 

My ‘ne 

“ see ¥ ‘ 

Ye ‘. 

. : \ 

a . re a 
& i ae a “eer av fe a a0 BA om i ee a 
uae iD ae an : So aa De - 4 he Tek gy y x a P a. By okay 7 % oe % c Y G2 1" 
BAS, “3 . ey Se gee ee Se, \. 2 eo , \- 

ale a Pa - a Batis cigs os}. alll ing oi 5! ae i SR ae er. 
ie a ° a 4 - “ 3 " a we, «OG ee ory ke ty, 

a anal , 
ye) ee i 


5 
¥ 


SAVES TIME... All your records at your finger tips 


SAVES MONEY... Prevents pilfering of supplies and tools 
REALLY PRIVATE... Concealed vault safeguards your valuables 


The “MERCHANTS” File 


A heavy gauge steel cabinet containing two 
ball-bearing letter files, index drawer for 
3x5 or 4x6 cards (3200 cap.); 2 adjustable 
compartments under lock and key; steel 
safety vault with large vault size dial lock 
(only YOU know the combination). 


32” high, 30%” wide, 1742” deep. Olive 
green or Cole gray, baked enamel finish. 


plo GG2 


With plunger lock which automatically locks 
all drawers. No. 1370PL......... $57.45 


The “EXECUTIVE’ File 


Two ball-bearing letter 
files. Two adjustable com- 
partments, under lock and 
key, two index drawers for 
3x5 or 4x6 cards (6400 ca- 
pacity). 37'2" high, 302” 
wide, 17'2' deep. Olive 
green or Cole gray, baked 
enamel finish. 


No. 1478 .....$59.95 


With plunger-type lock which 
automatically locks all draw- 
ers. No. 1478PL..... $67.45 


The “DIRECTOR’ File 


Similar to above except in- 
stead of the card drawers 
a third letter size filing 
drawer has been added. 


No. 1473... ... $53.95 
The above with plunger lock 


that automatically locks all 
drawers. No. 1473PL. .s4) 45 


Grained walnut, mahogany or knotty pine finish$ 12, SQ additional. 
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wrong way right way transfer to pronto 


Records thrown on shelves are Records in Prontos can be located Save money, transfer into low cost Prontos 
hard to find, collect dust and ina jiffy . P . Stay neat and orderly and use your expensive cabinets over again. 
take up 50% more room. Doubles your filing space. 


SANITARY BASES 
for all size files$360 


There is a size made for every office record. These Pronto files 
are sturdily built of 275-lb. test fibre board, reinforced with 
FOLLOW steel on the shell and the four corners of the drawers as well. 


BLOCKS They cost no more than ordinary files! Can be interlocked into 
90¢ ADDITIONAL 


: solid units and stacked to the ceiling. Beautiful in appearance, 
Made for any size file i ‘ a ‘ 
finished in olive green to match your regular office files. Will 


LETTER SIZE $355 last a lifetime. 


ng ir onto 
CHECK size $240 


nignrer in Texas 


eae STORAGE FILES | 


PRONTO FILE CORPORATION 285 Madison Ave., N. Y. 17, N. Y. 
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Ordinary, steel filing cabinets and obsolete safes cannot protect records from fire damage. 


Could you stay in business with records like these? 


The records on which the very life of your business de- 
pends should be safeguarded against destruction by fire. 

Don't rely on your “fireproof” building for protection. 
It won't burn but its combustible contents will — fur- 
nishings, floor coverings and records. 

And don’t rely on your standard steel filing cabinets 
either. Their thin walls only transmit heat, scorching 
papers within beyond recognition in as little time as 
five minutes. 

You're insured? Read your policy. Insurance doesn’t 
cover loss of business records. In fact you meed accurate 
records to establish your proof of loss status. 


CERTIFIED FIRE PROTECTION FOR EVERY VITAL RECORD 


Act now — before fire strikes — to protect your ledgers, 
correspondence, inventory records, tax records and other 
“recorded assets” in Remington Rand Insulated Safe- 
Cabinet equipment. Full range of Safe-Files and other 
convenient, economical, “point-of-use” units to choose 
from ...some 200 models, the world’s largest selection, 
certified for 1 to 4 hour fire protection, according to your 
fire hazards. 

Free 8-page booklet, No. SC-684, describes this “point- 
of-use” equipment in detail. Get your copy today from 


the nearest Remington Rand Business Equipment Cen- 
ter. Or, write to Room 1678, Management Controls 
Reference Library, 315 Fourth Ave., New York 10, N.Y. 


eo / 


Remington Rand Safe-File with top corner cut away, revealing 
built-in, steel-reinforced, monolithic insulation. This, and inter- 
locking tongue and groove construction of drawer openings, 
make each drawer a separate, fire-protected compartment. 


CERTIFIED FIRE PROTECTION AT POINT-OF-USE! 
OVER 200 MODELS TO CHOOSE FROM 


Remington. Fland 


OFFICE MANAGEMENT AND EQUIPMENT 
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105 West Madison St. 


FROM THE LATEST AND BEST IDEAS ON 


Procepures - Economies « PERSONNEL 


ATTEND THE 


ELEVENTH ANNUAL OMAC 
SEMINAR «> BUSINESS SHOW 


Monday, March 2, 1953 through Thursday, March 5, 1953 at 


the CONRAD HILTON HOTEL, CHICAGO 


Sponsored by the Office Management Association of Chicago and by 
Northwestern University 


Authoritative Speakers on These Subjects 


MONDAY NOON, MARCH 2, 1953—LUNCHEON 

Keynote Address—"Business is People by Mr. Eskil |. Bjork, President of 
Peoples Gas Light & Coke Company, Chicago, Ill. 

MONDAY AFTERNOON, MARCH 2. 1953 

Address, by Mr. F. L. Haskell, Wallace Barnes Company, Bristol, Conn. 
"The Office Manager's Responsibilities in Expense Control." 

TUESDAY MORNING, MARCH 3, 1953 

“Management Seeks Cost Control," by Mr. Frank M. Knox, President, Knox 
Company, Inc., Cleveland, Ohio. 

TUESDAY, AFTERNOON, MARCH 3, 1953 

“Handling the New Employee and the Causes for Discontent," by Mr. Samuel 
L. Workman, President, Workman Service, Inc., Chicago, Ill. 

“Incentives—Do They Work?" by Mr. Robert L. Peterson, College of Com- 
merce, University of Illinois, Urbana, Ill. 

WEDNESDAY MORNING, MARCH 4, 1953 

“How Important is the Supervisor?" by Mr. Thomas E. Hurns, Secretary & 
Genera! Accountant, Detroit Edison Co., Detroit, Mich. 

WEDNESDAY AFTERNOON, MARCH 4, 1953 

“PEP Spelled Backwards is Still PEP!" by Mr. Kenneth B. Willett, Vice Pres- 
dent, Hardware Mutuals, Stevens Point, Wisc. 

WEDNESDAY EVENING, MARCH 4, 1953 


Banquet. Speaker, Mr. Clarence Manion, Attorney-at-law for the firm, 
Doran & Manion. 


Clarence Manion is one of the country's most forceful speakers. Formerly 
Dean of the University of Notre Dame, College of Law and professor of 
Constitutional Law. He has been a practicing attorney for 25 years. 


Hear these nationally recognized authorities! Use their val- 


uable ideas to improve your business. See the latest business machines, 
methods, and systems at this informative seminar. 


The OFFICE MANAGEMENT ASSOCIATION of CHICAGO 


Chicago, Illinois 
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PEOPLE IN THE NEWS 


(From page 52) 


Mills Inc., Syracuse, N. Y., while Mr. 
Downey had previously been associ- 
ated with the accounting firm of Peat, 
Marwick, Mitchell & Co., New York. 


Walter E. Ditmars, president, Gray 

Mfg. Co., makers of Audograph dicta- 
tion and transcribing 

eee equipment, has an- 
* nounced a_ division 
of sates responsibili- 
ties for the 64-year- 
old Hartford, Conn., 
concern. Mr. Dit- 
mars said increased 
sales and expansion 
of their line made 
the new organiza- 
J. B. Haggin tional plan _ neces- 

sary. 

John B. Haggin has been appointed 
assistant general sales manager to 
handle all domestic Audograph sales. 
Overseas sales are handled for Gray 
by Westrex Inc. 

Mr. Haggin, who 
has most recently 
been with Gray’s 
government division 
in Washington, was 
for five years vice- 
president and gener- 
al manager of Gray 
Audograph 
Corp., Chicago. He aa 
soon nas aneach- H. W. Stewart 
ated with Hayes 
Aircraft Accessories Corp., Seversky 
Aircraft Corp. (now Republic Aviation 
Corp.), and New York Skyports Inc. 
During World War II he served as 
commanding officer of the Army Air 
Forces’ Air Rescue Division in the 
Caribbean. He will maintain his office 
at Gray’s New York branch. 


President Ditmars also announced 
appointment of Harry W. Stewart as 
sales manager in charge of all other 
Gray products. Prior to his new post, 
Mr. Stewart was commercial manager 
in charge of sales of Audograph equip- 
ment to U. S. distributors. He will 
handle, among other products, elec- 
tronic communications equipment con- 
tracted for by the U. S. Government, 
and will continue in his office at Hart- 
ford. 


Red Staples Warn User 
It's Time to Reload 

New standard-size staples called 
“End-icators”, made by Bates Mfg. 
Co., 30 Vesey St., New York, warn 
users when it’s time to reload their 
machines. The last twelve staples in 
every strip are colored red; the user 
sees at a glance that his strip is nearly 
gone. “End-icators do away with the 
fuss, worry, and annoyance of running 
out of staples in the middle of a job,” 
the manufacturers commented in an- 
nouncing the innovation. 
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SECRETARIES 


IS YOUR TOUCH ELECTRIC? 


Lucky, if you have an ELECTRIC typewriter 
but... 


They are Different, of course, in stroke—very much culty with Kee Lox Wonder Kee Lectric Carbon— 
harder than Standard machines. The old common 
Carbon just is not equal to the stroke of an Electric. 


Waste results, because carbon cuts out quickly and 


on Tough tissue with a very tenacious color coat- 


ing. It does not cut through, but gives extra Wear 


holds back efficiency. This is just not right for this plus sharp, Clean Copies and Most Efficient Ser- 
expensive age, is it? Our Chemists solved the diffi- vice. Just what you need with Your Machine. 


8-lb. Wonder Kee Lectric NC. 


Extra Bone Clean, No Roll Marks, Copies will not rub, Easy Erasure, 
makes 2 to 5 very sharp, distinct, grey black Copies. 


10-Ib. Wonder Kee Lectric STRONG. 


Sharp Print. Very Clean. Best Wearing Carbon on the market. 2 to 
10 distinct Copies on ELECTRICS. 


5-lb. Wonder Kee Lectric NEW STRONG. 


15 to 20 Copies. 25 on Electromatic with 7!/2 lb. Onion Skin Paper and 
Silk ribbon. 


Would YOU like some Kee Lox Manufacturing Co., Rochester 1, N. Y., U. S. A. 


Samples FREE for 
YOUR Electric? 


Send Free. No obligation, To |. 


Street . 


Today Top efficiency counts in an 
, office. Please fill in the attached 


City. Zone... State 

Coupon and send to us and you | 6 sheets 8-lb. Wonder Kee Lectric NC, Bone Clean Carbon Size 

- be wecrse PLEASED with | 6 sheets 10-lb. Wonder Kee Lectric Strong, Extra Wear Size 

190 | 12 sheets 5-lb Wonder Kee Lectric New Strong 20 Copy Carbon Size 
| 


ELECTRIC MACHINES. The Qual- i A 
ity is Wonderful. We make usually... Copies at a time. 


Signed 
Send Coupon Today 


THANKS Title 


We reserve the right to send Samples only when signed by a Purchasing Agent, Office Secretar, 
Manager or Officer of a Firm or Corporation. 
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C ler bia We 
i CHAIRS — 


hp is 
fi | «= “Glued to 
f i Your Seat" 


The outstanding reputation and 
i f acceptance of Craftsman Chairs 
f : among business exgcutives is no 
' accident. It is the-tesult of years 
of thoughtful Plagae and care- 
ful manufacture. *~ 

Craftsman Chairs are designed 
for comfort—built for durability. 
Only by use of the best materials 
and strict methods of fabricating 
is this achieved. 

Take Craftsman Chair's glued 
dowels, for example. 
Seating Company conducted nu 
merous tests to find the best wood 
glue available. This glue is mech 
anically applied to Craftsman 
Chairs so that each dowel hole 
receives exactly the correct am 
ount, at the proper temperature 
and consistency, to hold fast when 
the chair is used. 


The Jaspei 


This wedding of wood and glue 
is a basic consideration in building 
sturdy, dependable, 
chairs. 


long-lived 


Choose your office chairs with 
confidence—use them with satis 
faction. See your Jasper dealer 
first. If you haven't his name, 
write us. We'll he glad to furnish 
you with complete information. 

. 


Jasper 
SEATING COMPANY 


JASPER, INDIANA — 


‘OUR AIM: peor 
bes us Be FR tat 


t wooo. OFFICE CHAIRS 
rare hee iP Soe 4 


ASSOCIATION NEWS 


W. H. Evans, executive vice-presi- 
| dent of the National Office Manage- 
| ment Association, returned from Eu- 
rope recently after 
meeting with French 
President Vincent 
Auriol, and address- 
ing the first interna- 
tional congress. of 
office equipment 
manufacturers. and 
distributors in Paris. 

The congress 
marked the fiftieth 
anniversary of the 
office equipment in- 

dustry in Europe. Mr. Evans served as 

a representative of American manage-, 

ment at the sessions and expressed his 
views, as an American businessman, at 
'~the canclusion of discussion sessions. 

He met with President Auriol at the 

Elysee Palace during a reception given 
for congress delegates. 


f 


y 2 


W. H. Evans 


as} Purpose of the meetipg.was ta, (‘disr, 


| cuss the world market for office’ ma- 


-+.thinery and equipment and to compare. 


| economic conditions among leading 
european nations.” All major coun- 
| tries outside the Iron Curtain were 
| represented. 

{| Together with discussions of new 
developments in office machinery and 
equipment, the congress considered 
factors necessary to bring about a 


united European economy. Mr. Evans’ 
address dealt primarily with present 
and future production increases in Eu- 
rope specifically in Great Britain, 
France, Germany, and Italy. 

In his address he said, “It is not 
conceivable that people from many 
nations, who can so objectively and 
dispassionately discuss common busi- 
ness and economic problems, could 
ever resort to warfare to settle any 
conflict of opinion.” 

Following the sessions, he visited the 
International Office Equipment Ex- 
hibit in Paris, at which scientific im- 
provements in office machinery were 
displayed. 

Meanwhile, preparations were under 
way in this country for NOMA'’s 
forthcoming 34th International Con- 
ferencevand annual “all-purpose” busi- 
ness show, slated this year for May 
25-28 in Boston. One lialf of the twin 
event—the conference—will be held at 
the Hotel Statler, whité the exposition 
will be. staged at Mechanics Hall in 
the Hub. 

Highlighting the conference will be 
technical sessions “on important every- 
day problems of office management,” 
led by noted authorities in the specific 
fieids covered. Topics scheduled for 
discussion include executive develop- 
ment, organization planning, the office 
control function, office mechanization, 
methods programs, manpower manage- 
ment for the rank-and-file worker, and 
office arrangement, ayout and design. 


wiltshire modern 
CONSULTATION 


DESK 


Ideal for banks, finance offices, in- 
surance companies . . . this Wiltshire 
Modern«Consultation Desk is designed 
for private confidential conference be- 
tween two or more persons. 

This versatile desk allows comfort- 
able, close-in secting on three sides 

- saves space while increasing the 
efficiency.of your affice. 

If your business requires frequent 


OFEICE MANAGEMENT AND EQUIPMENT 


customer consultation, you meed the 
Wiltshire Consultation Desk. See it at 
your dealer's now! 

WRITE FOR OFFICE PLANNING GUIDE 
Imperial'’s Office Planning Guide . . 
Complete with floor plan, cut-outs and 
basic office planning information . 
is available now from your nearest Im- 
perial cealer. Cail him today . . 

write direct for your copy. 


- or 


7 . 

Empersial 
desk company 
EVANSVILLE 7, INDIANA 
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Displays at the business show, mean- 
while, will feature what one NOMA 
spokesman termed “thousands of dol- 
lars worth of cost-cutting ideas.” Here, 
spectators will view the very latest 
products of the office machinery and 
equipment industry. 

Companies already listed as exhibi- 
tors inciude: Acme Visible Records 
Inc., Addressograph-Multigraph Corp., 
Art Metal Construction Co., Bankers 
Box Co., Charles Bruning Co. Inc., 
Burroughs Adding Machine Co., Chart- 
Pak Inc., Clary Multiplier Corp., Co- 
lumbia Ribbon & Carbon Mfg. Co., 
Commercial Controls Corp., Corry 
Jamestown Mfg. Co., Ralph C. Cox- 
head Corp., Cramer Posture’Chair Co., 
A. B. Dick Co., Dictaphone Corp., Die- 
bold Inc., Ditto Inc., Thomas A. Edi- 
son Inc., Elliott Addressing Machine 
Co., Esterbrook Pen ‘Co., Executone 
Inc., Friden~Calculating Machine Co., 
General Fireproofing Co., Geyer Pub- 
lications, G obe-Wernicke Co., Gray 
Mig. Co., Haloid Co., Hamilton Mfg. 
Co., International Business Machines 
Corp., Invincible Metal Furniture Co. 

Also: Marchant Calculating Machine 
Co., Master Addresser Co., McBee Co., 
Metal Office Furniture Co., Monroe 
Calculating Machine Co., Mosler Safe 
Co., National Blank Book Co., Nation- 


al Cash Register Co., Nathional Litho 
Forms, Office Management and Equip- 
ment, Office Pubtications Co., Olivetti 
Corp. of America, Ozalid Div. of Gen- 
eral Aniline & Film Corp., Pierce Wire 
Recorder Corp., Pitney-Bowes Inc., 
Recordak, Remington Rand Inc., Rite- 
Line Corp., Robotyper Corp., Rockwell- 
Barnes Co., Royal Typewriter Co., Se- 
curity Steel Equipment Corp., Shaw- 
Walker Co., Shepard Chair Co., Sikes 
Co. Inc., Simplex Time Recorder Co., 
SoundScriber Corp., Standard Register 
Co., Thomas Mechanical Collator 
Corp., Tiffany Stand Co., Todd Co. 


Inc., Underwood Corp., Victor Adding 
Machine Co., Wheeldex Mfg. Corp., 
Wood Office Furniture Institute, and 


Yawman & Erbe Mfg. Co. 


Edmund L. 
president, 


Grimes, executive vice- 
controller, and director of 
the Commercial Credit Co., Baltimore, 
was elected president of the Control- 
lers Institute at that organization's 21st 
nual meeting, held recently in the 
eraton-Cadillac and Statler hotels, 
Detroit. Mr. Grimes 
succeeds Charles Z. 
Meyer, vice-presi- 


S] 


dent and comptroller 
of the First National 
Bank of Chicago, 
who elected 
chairman of the 
board. 

A member of 
Institute 
the new president 
has been vice-chair- 
man of its committee on federal taxa- 


Was 


the 
1945, 


since 


E. L. Grimes 


tion for the last two years. He was 
also chairman of the national com- 
mittee on state and local taxation for 
1949-50 (To next page) 


February, 1953 


ace ttilitiiiie, ” - . a 
IPE Eee eee >> >>» >>> > > he 


‘¢ 


Where there’s a “long count” 


... you lose! 


If there is any recurring job of 
counting to do in any department 
of your company, it’s a certainty 
that it is piling up needless expense 
—if done the long way, by hand. 

Countingchecks, tickets, money, 
tags, coupons — paper forms of any 
kind —is a job for a Tickometer. 
It counts at speeds up to 1,000 a 
minute-—-far faster than a human 
can, and it counts with precision- 
machine accuracy. 

It shows whole or 

partial counts on 
visible registers Can 

stop and resume’ 
without forgetting! 

Moreover, it can 

(optionally) be 


} 
| 


equipped to imprint, date, endorse, 
rubber stamp, code or cancel items 
as they are counted. 

In hundreds of various kinds of 
business establishments, the PB 
Tickometer is now dependable and 
required equipment, to replace 
tedious hand-counting, get results 
quickly, save a lot of time and 
money. Rented, never sold, it calls 
for no capital investment is 
serviced from 199 PB branch offices 
and other service points. 

THere’s almost certainly a need 
for it in your business. Let us show 
you how you can quickly find out. 
Call Pitney-Bowes office nearest 
you, or send the coupon for the free 
illustrated booklet. 


= PITNEY-BOWES 


Tickometer 


Counting & Imprinting Machine 
sin U. S.and Canada 


Pt 


.. Offices in 93 citi 


' PLTNEY-BOWES, Ine 

H & 2957 Pacific St., Stamford, Conn 

' 

H 7) Send free illustrated Tickometer 

' : booklet to 

: | 
' Name........ ~~" 
' 

: ee eee a ae ee - 
: Address 
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SPEED your — 


MAIL —_ 
SORTING — 


this low cost way! 


CORBIN Mail Handling Equipment 
saves time — reduces cost. Used in the 
majority of U. S. Post Offices and in the 
mail rooms of leading commercial firms, 
Universities, colleges, hospitals and 
other institutions. 

CORBIN’S facilities and more than 
fifty years’ experience combined, are 
your assurance of quality equipment 
at low cost. We will help you choose 
equipment to meet your requirements. 
All items are constructed of selected 
hardwoods. Joints are dovetailed and 
glued. All surfaces are smooth sanded 
and varnished or lacquered. Shipped to 
you assembled, complete with hardware. 


Send for 
Illustrated 
Catalog... 


Corbin offers WIDE VARIETY OF 
MAIL ROOM EQUIPMENT 


© Work Tables 

* Key Cabinets 

* Work Benches 
* Sorting Tables 
* Bulletin Boards 
* Portable Tables 


1 Corbin Wood Products Division pept. 2 


i 
Rims | 
Please send illustrated literature and prices | 
on your Corbin mail handling equipment. ! 
Name 
Firm | 
Address 1 
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ASSOCIATION NEWS 
(Continued) 


Mr. Grimes joined the Commercial 
Credit Co. as controller in 1944. He 
was elected executive vice-president in 
1950 and the following year became a 
director of the firm. Mr. Grimes has 
since been named to the board of 
eight affiliated manufacturing com- 
panies, as well as to the board of the 
Baltimore National Bank. He is, in 
addition, a member of the American 
Bar Association and the American 
Institute of Accountants. 


In other action, ten new regional 
vice-presidents were chosen by CI for 
the fiscal year. These are: Robert N. 
Wallis, assistant treasurer, Dennison 
Mfg. Co., Framingham, Mass.; Arthur 
L. Boschen, controller, Vick Chemical 
Co., New York; Humphrey Lloyd, 
vice-president, Washington Properties 
Inc., Washington, D. C.; Harold A. 
Ketchum, controller, Fasco Industries 
Inc., Rochester, N. Y.; Laurence D. 
Luey, assistant treasurer, Southern 
Natural Gas Co., Birmingham, Ala.; 
John R. Sanderlin, treasurer, Brown- 
Forman Distili'ers Corp., Louisville, 
Ky.; Lester M. LaPorte, vice-presi- 
dent and controller, Wisconsin Elec- 
tric Power Co., Milwaukee; Dee Davis, 
secretary and treasurer, California Co., 
New Orleans; Dudley E. Brown, con- 
troller, Lockheed Aircraft Corp., Bur- 
bank, Cal., and James B. Fenner, vice- 
president and comptroller, Electric 
Auto-Lite Co., Toledo, O. 


The new directors chosen at the 
annual meeting include: Ernest J. 
Meuten, assistant secretary and assist- 
ant treasurer, Pratt & Whitney Chan- 
dler - Evens Division, Niles - Bement - 
Pond Co., West Hartford, Conn.; 
Charles H. Yardley, vice-president, 
Penn Mutual Life Insurance Co., 
Philadelphia; C. R. Fay, controller, 
Pittsburgh Plate Glass Co., Pitts- 
burgh; James J. Doran, treasurer, 
Davison Paxon Co., Atianta; J. E. 
Heidgen, secretary and_ treasurer, 
American Seating Co., Grand Rapids, 
Mich.; John D. Grayson, Lincoln-Mer- 
cury Division, Ford Motor Co., De- 
troit; Rudolph W. 
ler, Andrew Jergens Co., Cincinnati; 
Richard H. Doe, controller, United 
Properties Inc., St. Paul, Minn., and 
Wilson K. Minor, assistant controller, 
Standard Oil Co. of California, San 
Francisco. 


Swift Corp. Names 
New N. Y. Distributor 


Switt Business Machines’ Corp., 
Great Barrington, Mass., announced 
recently the appointment of a new ex- 
clusive distributor for their adding ma- 
chines in the New York area. The 
firm named was A & B Typewriter 
Co., 627 Third Ave., operated by Mil- 
ton and David Aronson. 


Sandburg, control-— 


The distribu- | 


torship was formerly held by Herman | 


Bohl, late of 20 E. 12th St., 


New York. | 
OFFICE MANAGEMENT AND EQUIPMENT 


THE BOARDMASTER SYSTEM 
4 Graphic Picture of Your Operations — Spotlighted by Color 
te Facts ot @ Glance — Saves Time, Money, Prevents Errors 
te Simple ond Flexible. Write on Cards, Snap in Grooves 
tk Made of Metal. Compact, Attractive. Over 40,000 in Use 
Some Typical Applications a 
PRODUCTION © TRAFFIC » SALES ( 5 p mse 
INVENTORY © SCHEDULING 49 
LOADING ¢ AND MANY OTHERS 


24-Page Illustrated 
FREE ) scoxtrt no. G00 
Without Obligation 

Write Today for Your Copy 


GRAPHIC SYSTEMS 
55 West 42nd Street © New York 36, N. Y. 


On the job! 


Our volunteer speakers are 
saving thousands of lives to- 
day ...in factories and offices, 
at neighborhood centers and 
at organization meetings all 
over this land... showing peo- 
ple what they can do to pro- 
tect themselves and their fam- 
ilies against death from cancer. 


For information just telephone 
the American Cancer Society 
or address a letter to “Cancer,” 
care of your local Post Office. 


American Cancei Society 
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COMING EVENTS ae 42 4 ’ 


Office Management Assn. of Chicago , . “ hy 
March 2-5 4 | a 
Fourteenth Annual Business Show - - : 

Conrad Hilton Hotel, Chicago wi , — oy 
National Assn. of Cost Accountants 
March 24-27 
6th Annual Southern California 
Business Show 
Biltmore Hotel, Los Angeles 

yal 

o wl 4 

| Soc. for Advancement of Management | 

April 16-17 inf 

National Industrial Science Show se aA 
Hotel Statler, New York 


re _s SERVE COLD DRINKS 
National eyo Assn. AND SNACKS RIGHT 
— YOUR EASY CHAIR! 


Annual “All Purpose” Business Show 
Mechanics Hall, Boston 
a? “Electzic , 
ou 


34th Annual Conference 
Statler Hotel, Boston 
PORTABLE, SILENT REFRIGERETTE % 
STYLED AS SMART FURNITURE 


2p h.g tere 


¥. 
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THE MAGNETIC COPYHOLDER 


AND I'M CUTTING COSTS TOO 2 


AMAZING NEW COPYHOLDER 
USES MAGIC OF MAGNETISM! 


» Liner, sensational new copyholder, 
s copying and transcription time makes 
ry a breeze whisks away “conving lag.’ 


33rd Annual Convention 
Finger-tip control moves liner up or down paper. Hotel Roosevelt, New Orleans 
Adjustable base holds paper or notesook at any . = 


personally preferred angle for worker. Captures r 
one or more lines at a time. It's new, it’s almost 


Controllers’ Congress 
National Retail Dry Goods Assn. 
May 29-28 


Magic! See your stationer now, or write: Association of American Railroads i Ri 
THE PETTERSEN MFG. CO. Accounting Division 

635 Milpas Street, Santa Barbara, California = a PARTY CENTER. 
ES Sa 59th Annual Meeting & Exhibit : . 

l.dgewater Beacn Hotel, Chicago J eae age * 

‘ ills as, mix- hee 

j ° eel ers, , food! t NL 

how fo Save National Machine Accountants Assn. I : ie 


June 18-20 
Second National Convention and 
Business Show 
Schroeder Hotel, Milwaukee y See 
a at your elbow— F. - i, em 
saves a thousand 


folding ms money 


Office Executives Assn. of New York 
1953 National Business Show 


October 19-24 i . is 
Grand Central Palace, N. Y. ; ay! i ef 


Wyatt Co. Opens 
Dallas Office 
‘ ‘ ; David J. Luick, president of Wyatt 7 . 
Dick folding machine | Co., Chicago, announced recently the * les 
_ Saves its cost when used | opening of new offices in Dallas, Tex., Bic 
gy, only one day each to serve the Southwest industrial mar- = ; 

month. Makesallfolds | et. 
—7,500 to 19,000 pieces 
per hour. Can handle wide 
variety of paper—stapled 


Rolls indoors or 
out! Perfect office ; 
‘hostess’! — 


New, low-priced A. B. 
The Wyatt Co. provides actuarial 
and employee-benefit counsel to em- 
ployers, employee organizations, insur- 


5-year warranty on 
silent freezing sys- 


ns a atin | ance companies, governmental agen- tem. Just plug in— 
reese gag sizes” | cies, attorneys, and accountants. AC or DC, 12 to ; 
rom 242 x 34%to9x 14 a 
en oa — 230 praetor a 
Globe-Wernicke Offers 29-Inch any, Diond, white. -.4 
Exclusive Quick-Set fold ° B : L. : % 
oe Gienieed anaiiedl File—Matches Desk Height ases and accessories a. See it a. 
ae See oe The Globe-Wernicke Co.. Cincinnati soon — ‘wherever fine appliances are sold! ste 
nate guesswork. Instruc- he Globe-Wernicke Co., incinnati, ; ait 
tion time, 5 minutes or less. Ohio, is now offering its “400” line of Te 
‘ ; - 2-drawer wood files in a new 29-inch 4) 
por ag rte os p a height. These files, in all finishes, are 
= gat e ° re aay ah bes being made in the new height, the firm 
Misi a cae a said, as a_ result of customer demand 
EEE | for file useful in conjunction with 29- REFRIGERATION and AIR CONDITIONING 
A. B. DICK COMPANY inch high desks—the desk height now GAS or ELECTRIC 
5700 W. TOUHY AVE. + CHICAGO 31, ILLINOIS widely used. The “400” line was for- Servel Inc., Evonsville 20, Indione ' 
merly 30'2 inches tall. | In Conoda, Servel (Conado! Itd., 548 King St. W., Toronto, Ont. 
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Paper Tells Your Story 


(From page 51) 


even more difhcult to determine what is built into 
them. He must rely heavily on the knowledge and in- 
tegrity of those whose business it is to know paper. He 
can, however, build up through experience and obser- 
vation a knowledge of the range of writing paper 
which he will use. 

Certain paper tests are mainly for skilled techni- 
cians who will employ chemistry and precision instru- 
ments. A microscope will determine the fibers and 
their character. A folding machine will rate the resist- 
ance to creasing and folding. One of the oldest tests of 
all will ascertain the bursting strength, but while 
widely used it is insufficient to determine quality for 
the writing paper group. Tests for tensile strength, 
which reveal the resistance of paper when subjected 
to longitudinal strain, seem more informative because 
they indicate the strength in the web of the paper. 
Uniform thickness may be discovered by calipers. Re- 
sistance to tearing is more a measure of fiber strength 
and the cementing action than a test of quality of the 
fiber itself. Chemical tests will advise you of alpha 
cellulose, copper number, ash, rosin, and acid content, 
but the layman must have some expert advice for in- 
terpretation. 

The purchaser can study the surface of the sample 
for opacity, formation, finish, and color by holding 
two samples up to the light together, studying the 
texture, and observing which is more uniform in ap- 


pearance. When the fibers are long they will not lie 
closely together but in clumps, causing a cloudy or 
mottled appearance. He should not be satisfied with a 
elossy surface only but should select a well-formed 
paper. lo study smoothness, hold the paper sample 
horizontally toward the light and high enough to 
catch the reflection. 

Ihe ideal sheet should look exactly alike and uni- 
form on both sides. There is a wire and a felt side toa 
paper sample. The web of paper is formed from the 
pulp over an endless traveling belt of fine mesh. Then 
as potential paper the web is passed through several 
press rollers on an endless woolen blanket in such a 
way that both upper and lower sides are pressed by 
the blanket against the rollers. This gives an even 
finish to both sides on high grade papers. The marks 
of wire mesh are not wholly removed, however, and 
are more evident on papers not so carefully manufac- 
tured. To determine the wire and felt sides, fold part 
of the paper back so that both sides can be examined 
at the same time, and hold toward the light. The 
smoother side is the felt side and, if the paper is water- 
marked. it will be the side on which the watermark 
can be read from left to right. 

Compare samples for color and brightness. If the 
paper is thin, put a lew samples together. Comparison 
will be affected by finish and bv the nature of the 
lighting, and exactness will be most difficult. In 
colored paper too, the pigment may not be completely 
controlled in different runs and variations in color 
will result. Some idea of the permanence in color can 
be discovered by exposing half of the sheet to sunlight 


ONE OF A DISTINGUISHED 
FAMILY OF EXECUTIVE CHAIRS! 


Executives across the nation. 


required in Better Seating. 


Dept. 22 for complete details about . . . 


The increasing popularity of Jasper Chair Co. 
Chairs indicates that this Chair Line is meeting 


the specifications and desires of the Chair Buying 


In designs, styling, craftsmanship. comfort. 
durability and VALUE they meet every standard 


If you are seeking QUALITY and VALUE ... 


see your nearest Jasper Chair Co. Dealer or write 


“THE RIGHT CHAIR at the RIGHT PRICE” 


Jasper 


JASPER, 


INDIANA 


A modern plant manufacturing QUALITY Chairs of dependable WOOD 


OFFICE MANAGEMENT AND EQUIPMENT 


February, 1953 
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The Tagger Typewriter Ribbon like the 
carbon paper, is both long-wearing and economical, 
making it ideal for general office use. 
You'll be amazed and pleased 
at the quality and quantity of work 
from each ribbon. 


WZ 


MITTAG & VOLGER, INC. 


PARK RIDGE, NEW JERSEY 
Fine Carbon Papers and Inked Ribbons 
NEW YORK 7, N. Y. SAN FRANCISCO 5, CALIF. 
261 Broadway 591 Mission Street 


KANSAS CITY 6, MO. CHICAGO 6, ILL. 
1013 Grand Ave. 558 W. Washington St. 


BOSTON 10, MASS. LOS ANGELES 13, CALIF. 
75 High Street 406 So. Main St. 
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THE B&sT 
INTSG 


When you demand maximum service and moderate 
price from carbon paper, look to Tagger! For here is 
a product acclaimed for durability and deep-down 
excellence of write. Moreover, Tagger carbon paper 
features time and temper saving advantages applauded 
by typists and office managers alike: a clean edge to 
prevent soiled fingers and smudged copies: a_ slip- 
proof Miracle-tone curl-less back: remarkable ease of 
erasure—and, it is virtually smudge-proof. 


Try Tagger carbon paper today! See your 
M&V dealer or write for free samples. 


GREAT NAMES FOR SPARKLING PERFORMANCE 
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for a period of two weeks and then comparing both 
halves of the sample. Opacity may be judged by super- 
imposing a plain sample over a printed sheet. Certain 
mills have specialized in producing opaque light- 
weight paper. 

Normally one tears the paper sample both ways of 
the grain to ascertain the strength and character of 
the fibers. If the torn edges are sharp and hard, then 
the stock is likely to have shorter fiber; if soft and 
fuzzy, the fibers are probably long. After practicing, 
the buyer can get a fair idea of toughness in general 
paper strength, but for the writing paper group it is 
not of greatest value because both short and long 
fibers make up different high grade papers. 

‘SNAP TEST’ FOR QUALITY 

Snapping the paper, particularly bristols, will reveal 
resiliency to some extent. The sharper the snap, the 
better quality the stock. By applying a burning match 
to the sample, the presence of excessive amounts olf 
fillers may be roughly considered. Clay fillers leave an 
ash that is greasy to the touch. In bristols, solid stock 
will not split with burning and pasted stock will cur! 
in Opposite directions. 

‘The buyer can scrape the surface with a rubber or 
steel eraser. If the particles form a powder and the 
surface is fairly smooth, better qualities of stock are 
indicated. A good firm stock will retain an even sur- 
face after considerable scraping. Scraping reveals the 
hardness of materials and careful formation of the 
stock. Smooth the area with a fingernail and write on 
it with ink to determine whether your posting will 


spread. The best stocks will not blot or blur. Test the 
sample also for reaction to-chemical erasers. 

The thickness of the stock can be determined by 
calipers which read the points or thousandths of an 
inch. The types of calipers which do not depend on 
finger pressure are more accurate. The result is the 
average obtained from testing various places. 

Folding paper samples or crumpling them up again 
and again may give some evidence of fiber strength. 
Long-fibered stock will stand up better under this test. 
However, short-fibered stock, particularly among bris- 
tols, may not stand this test so well and yet stand 
erasure and handling better than the long. 

No one will tell you that selection of paper lor your 
ofhce purpose is a simple matter. Even with all your 
maneuvering and study you will find it difcult or im- 
possible to distinguish between high quality sulphite 
and rag. The more you study paper characteristics, 
however, the more paper-conscious you will become. 
Know your purpose, know all you can about your 
paper, and above all know the man who furnishes you 
your paper. (The first of two articles about paper. 
The second will appear in an early issue.) 


Spray Tool for Retouching Steel Furniture 
Offered by Yawman and Erbe 

Chips and scratches on the surface of steel office furniture 
are said to be quickly and easily retouched with pressure 
spray dispensers newly offered by Yawman and Erbe Mfg 
Co., 1099 Jay St., Rochester, N. Y. Contained within each 
dispenser are 12 ounces of lacquer in one of three colors: 627 
green, and 640 and 642 gray. 


These handy Dewsioon items will help you save 
time, cut down errors, make work easier: 


SHIPPING TAGS + METAL RIM AND KEY TAGS + COIN CARDS 


MENDING TAPES 


GUMMED LABELS 
PRES-A-PLY LABELS »* ADDRESS LABELS * ADDRESSING LABELS IN SHEETS * CAUTION 
LABELS + AIR MAIL LABELS + FILE FOLDER LABELS + SEALING AND ENCLOSURE LABELS 


NOTARIAL SEALS * GUMMED REINFORCEMENTS + INDEX TABS + PAPER FASTENERS 


DAY AFTER DAY 
ae 
Dennison 
OFFICE AIDS 
SAVE TIME AND MONEY 


Dennison makes dozens of “big 
little things” that bring better 
results to hundreds of office 
jobs such as: keeping records, 
addressing and marking mail, 
preparing file folders, labeling, 
assembling binders, mending 
torn papers. 


Let these versatile Dennison 
office aids simplify and speed 
your work. Call your stationery 
supplier today. 


February, 1953 
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19,711 


15973 24,596 eo $7,807 
12,467 30,495 ae 57,131 
8,009 28,225 2 sy AV 946 
12296 16.215 Z ; 


17323. 21,734 
21,829 23,986 
14,124 27,355 
10,481 _—-17,663 


7,444 11,592 


5,734 9,657 
4661 10,263 


Fact-and-figure mountains of reports, income tax 
returns, schedules and plans which ring in a new 
business year have one thing in common...a 
deadline that cries for immediate action! 

Beat the deadlines with the Line-a-time Copy- 
holder, Remington Rand’s great aid to increased 
typing production with greater accuracy. Line-a- 
time holds copy right before the typist’s eves in 
correct, forward-reading position. There's no more 
eyestrain from side-reading, no more error- 
producing fatigue. Line-a-time is packed with 
features for faster, easier, more accurate transcrib- 
ing of any kind of copy. The Trans-vue line guide 
underscores the line being copied and lets the 
operator see several lines ahead to spot pencilled-in 


GET THE FACTS ON LINE-A-TIME! 
SEND TODAY FOR YOUR COPY OF 
THE FREE DESCRIPTIVE 
LINE-A-TIME FOLDER, 


NO OBLIGATION, OF COURSE. 


an. oe 


“RIGHT BEFORE YOUR EYES”. RSL 212. 


$66,417 
40,123 


41,593 


41389 58,177 | 
40600 52,921 | 


31,170 42,211 
20,572 29,091 


19351-25275 | 


14,981 30,980 
16,262 28,745 
17,400 25,785 


18,446 20,709 — 


19,060 18,758 
19,385 18,770 


tact and tigure MMOUINOUNE into motbite. With Line-n-rim 


changes. The new Space-celector adjusts at a finger 
flick for single, double or “free-wheeling” spacing. 
The exclusive “no-fumbling” Turn-a-page Pocket 
makes pages easier to turn, easier to hold in posi- 
tion. And Line-a-time is Light-Conditioned —a 
mere twist of the knob sets copy at the right angle 
for maximum lighting and readability. 

Completely adaptable, too. Name it... sheets, 
cards, steno notebooks, hard cover books, maga- 
zines, newspapers ...and Line-a-time will hold it 
in ideal copying position. 

Start melting your fact-and-figuring mountains 
into molehills with Line-a-time now. In the coming 
year voulll find you get much more for much less 
out of each typing station! 


Remington Rand, Room 2621, 
315 Fourth Avenue, New York 10, N. Y. 


[] Please send me the FREE Line-a-time folder, 
RSL 212. 


] Please arrange for a FREE demonstration of 
Line-a-time in my office. No obligation, of course. 


Name 


Firm 


State 
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To Sell Yfpyg LARGE USERS of Office 


Equipment, Machines, Services and Supplies... 


REACH THEM ()ffice Management 


THROUGH 


D EQUIPMENT 


THE OFFICE EXECUTIVE'S OWN MAGAZINE 


It reaches a screened audience—almost “99 99/100 per cent pure”—of office management 
executives, the men concerned with and responsible for purchasing office equipment, 
machines and supplies in the nation’s largest offices. 


In a study just completed to determine 
subscribers reading habits and attitudes, 
representatives of an independent research 
organization called upon 218 office execu- 
tives in 19 cities in 16 states. 

The offices contacted represented 52 major 
industrial groups. The executives held 81 
different tithes. Without knowing the spon- 
sor of the survey, these men gave the fol- 
lowing information: 

They read 142 different specialized 
magazines, of which 53 got two or 
more mentions. The first 10 of these 
in number of mentions were “OFFICE 
MANAGEMENT AND EQUIPMENT”, 
“The Office’, “American Business”, 
“Office Executive”, “Business Week”, 
“Management Methods”, “Purchas- 
ing”, “Controller”, “Dun’s Review”, 
and “The Wall Street Journal”. 


OFFICE MANAGEMENT AND EQUIP- 


the number given the next 3 magazines! 6 to 
20 times the number given the other publi- 
cations listed above! 


Again, without knowing the sponsor of the 
survey, these interviewed mentioned several 
different magazines as being most helpful to 
them as office executives. OFFICE MAN- 
AGEMENT AND EQUIPMENT topped 
the list with 6 times as many mentions as the 
next publication — “The Office Executive” 
which in turn was followed by “The Office”, 
“American Business”, “Business Week”, 
“Management Methods” and “Wall Street 
Journal”, in that order. 


Proof that OFFICE MANAGEMENT 
AND EQUIPMENT leads the field! 


The survey also indicates the magazine 
gives you the attention of these subscribers, 
with their actual buying powers, plus a 
pass-on readership of more than 20,000 other 


MENT received 183 mentions! 3 to 5 times executives. Put it on your schedules. 


ate 
° 2, 


= - 
Member of (ip: For copies of the summary of this survey, made by the Research Department 
a? ° 


"Saat of Charles L. Rumrill & Co., Inc.. of Rochester, call or write any Geyer office, 


Put OFFICE MANAGEMENT AND EQUIPMENT, with its concen- 

trated audience of office management executives, on your advertising A % C 
program. Its low cost, per potential purchaser reached. cannot be 

excelled by any magazine in the industry or in the general business ol & e 


field. 
AUDITED CIRCULATION 


The only specialized magazine for office 
Space in OFFICE MANAGEMENT AND EQUIPMENT may be pur- ennememees emnentines ott ean Ce 
chased individually or in combination with GEYER’S TOPICS—The — , we od ty the Audi 
Office Equipment and Stationery DEALERS’ Magazine . . . The com- ee are y Sie Reet Gaveee 
of Circulations. 


Guaranteed 9,000 A.B.C. Net Paid—More than 11,000 
Monthly Distribution—Effective since October, 1952 


bination rate saving is worthwhile. 


SPONSORS OF THE ANNUAL Office M an a ement 
“OFFICE OF THE YEAR” AWARDS 


D EQUIPMENT 


The Office Executive's Own Magazine 
212 FIFTH AVENUE .. . NEW YORK 10, N. Y. 


Published by GEYER Publications . . . Business Magazine Publishers Since 1877 


February. 1953 
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IS IS THE YEAR 


to replace your outmoded desk 
with a new BERGER beauty 


New, exclusive “eye- 

Conference top allows comfort” top. Light, 
time-saving meetings bright. Eases contrast. 

right at your desk. 


New, lower,more com- 
fortable 29-inch height. 
Adjusts to 30% inches 
if you prefer. 


Plenty of leg room, 


Handles and trim 
plenty of knee room 


are lifetime ENDURO 


, ...even for big men. af } 
Stainless Steel. ° ‘Sis 
Full-opening, i 

easy-action, ~~. 

t-proof drawers. ' ten, sisi 
Cuipre Look for the tapering a sia 

end panels that iden- a, m 

tify a genuine Berger Je 

Steel Desk. oA 


SEE YOUR BERGER DEALER 


Why suffer through another day with an outmoded ineffi- 
cient desk? Dealers everywhere are proudly displaying 
new Berger beauties. They've got the desk that’s right 
for you. Enjoy greater working comfort than you ever 
dreamed possible. Enjoy increased efficiency .and, yes, 
increased prestige. Select matching compafiion pieces, 
too—Berger Steel Tables, Filing Cabinets, Storage Cab- 
inets, Bookshelf Units. See your Berger dealer soon. 


BERGER MANUFACTURING DIVISION 
REPUBLIC STEEL CORPORATION 
1062 BELDEN AVENUE CANTON 5, OHIO 
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Office in the Sun 


(From page 24) 


Along the southwest wing of the working quad- 


rangle lie the editorial offices of the publication, 
which achieve privacy from the reception room and 
executive wing while still admitting light, air, and 
a garden view, through an unusual building arrange- 
ment. The overhanging rool of the building is here 
supported by two-loot-thick adobe piers, each of 
which is slanted at an angle to insure privacy from 
the outside. The piers, continued through the wall 
of the building, serve a similar purpose inside, sepa- 
rating each editorial office from the next one. ‘The 
angled piers, together with the overhanging roof, also 
protect interior ofhces from direct rays of the sun. 

Social center for the entire staff is the patio, which 
is used throughout the year. elassed-in corridor- 
porch on one side, which is heated by water pipes 
beneath the tiled floor, serves in unusually cold 
rainy weather as a meeting place, so that employees 
necd not be deprived of the patio atmosphere no 
matter what the weather. 

Throughout the offices there is a happy blend of 
what might be termed Sunset’s theme fixtures—adobe 
walls, tiled floors, redwood shakes, exposed redwood 
beams, handwrought iron fixtures—with those mod- 
ern facilities which can contribute most to efficiency 
and good working conditions—indirect lighting, ra- 
diant floor heating, textured acoustical ceilings. 

Publisher Lane, who anticipated many other top 


executives 


by first thinking about establishing his 
enterprise in the suburbs twenty years ago, said at 
the time of making the move: 

“Here, we can work in surroundings related to the 
things we write about—gardening, cooking, Western 
home styling. We have freed ourselves of hurly-burly 
metropolitan living and working conditions. That 
means we'll get along better, think straighter, and be 
happier doing our interpretive job.” 

‘Today, after a full year in their new home, the last 
skeptic on the Sunset stat! would agree Mr. Lane was 
a good prophet. 


Streamline Your Records 


(From page 30) 


be adopted by all governmental functions, whether 
national, state, or municipal. A single retention 
schedule could be prepared that would be easy to 
follow by evervone in business from larger corpora- 
tions to small stores. 

They could recommend the passage of uniform 
statutes of limitation affecting records by all states. 
They could also recommend definite limitation §peri- 
ods for actions affecting records under maritime laws. 

Storage vs. Microfilm: It is generally recognized that 
large volumes of records should not be retained for a 
long time in high-cost equipment and ofhces. ‘There 
are two well-known methods of reducing costs of re- 
tention: 1) transfer the records to low-cost record 
centers, or 2) microfilm the records and then destroy 
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For Permanent, 
Waterproof 
Markings 


Marking Crayons 


NO. 1 STAONAL— The Checking Crayon. 
These 6” x 44” paper-wrapped crayons come 
one dozen in a box; 12 boxes in a container 
Red. orange. vellow, green. blue, 
black and white 


NO. 2 STAONAL~ For General Marking 
Used to mark express packages, shipping con- 


tainers, ete. 5” x 15” paper-wrapped crayons 
12 boxes in a con- 


come one dozen in a box; 
tainer. Red. orange. vellow, green, blue, violet 
brown, black and white. 
Get a complete list of “Staonal” and other 
permanent and fugitive marking crayons for 
every business and industrial use 


Ginney a Smitn Zo. 


violet. brown, 


“THE FIRST CRAYON OF THE LAND” 
41 E. 42nd St., New York 17, N. Y. 


February, 1953 


a. SEND FOR FREE | 
; WLUSTRATED | 
MAKERS OF CRAYOLA® | MARKING CRAYON ! 
Price Sheet to | 
1 


DIFFERENCE... 
‘BETWEEN THIS 


BaSSiCK «piamond-Arrow” 
Casters make the difference! 


You'll notice the amazingly quiet, easy movement, see 
that floors don’t get marred when you equip chairs with 
smooth-rolling Bassick “Diamond-Arrow” Casters. They 
swivel easier . . . thanks to the most eff- 
cient two-level, ball-bearing construction. 

There are types for wood and metal 
chairs, typewriter stands, etc., with 
“Baco” rubber-tread or “Atlasite” hard 
composition wheels. Ask for them at your 
office supply store. THE BASSICK COM- 

PANY, Bridgeport 2. Conn. In Canada: 
Belleville, Ont. 


mor Bassick 


2 he) A DIVISION OF 


MAKING MORE KINDS OF CASTERS . MAKING CASTERS DO MORE 


OFFICE MANAGEMENT AND EQUIPMENT 


ie ee et RR Shee ee 2 ee oe 
ia § . j | ie Pere. w3a<e eee ; » az * on Saaeee eee Pete Bk: a ' 4 eR oe ae wv 
LO  <“ “_C S “Geo eee lO ae a 22 eae, 
ae 
aan 
* ri 
‘ a 
| WHAT A i 
Bet 
t ‘ 
f : 
F <4 As 
\a yy : f, ee } ‘ - / dee gh < — - tae 
2 a y a ree 
7 cali Pe . : 
that /2; — as ie a 
17) Ps = ” 
Won't Rub Off / a 
n U is) i el et 
oe oe — + 
fs /s i \ { - Pe = * ij : 
ih BS bag IN geen z= Re 
ey a — - A ~—_ — os 
i - a $4 * JS / i ! é al , ay i ve ai 
i 3 e | i | il ; . ‘ - " 4 ~~ Pi Fl 
a i) i » Bos hey ‘i : il wt ilk el 
, See y/ | ee . : cab ; - % >: | 
es . 2 inne Pa v. i a4 
“ 4 nile & : : 4 Pe. _* - 4 E 
? ii | GeE AND THIS : 
%» <i Bi i da ee eee ee 
—-_ f ) Bee #.. ti ad 
ee Poe “tak Nea Bor - 
exc, oh an bret a 4 Ra 
vos a ial ee ee : So ; = 4 
igs, en Kink iia é 4 
me lil ae , a , a3 
_ ae f , ie _ Me, ae Ts FD iy" 
= i den - ee ats His Sil yo 
2. ay : —<e Sy e, = ty ' ij ae ners ae Ht fe 
7s ee oo ie om, t we we _ % : 
ie _ , ba ne * ae st i | 
> = ie : “ oe : 
‘ / tee 2 Sida Oe 
.. 2 : l= »° 7) a ae 
S ‘ aed « ex, : 
Be : : 
> act ‘ : 
Bs ee ees r : pF 
ys ee = | tts 
2 wee 
ff 2 
® ae 
. 
By 
GH he 
faatis 
a 
i] 
| ch, “sean o 
af 
™ - 5 
3.6A ey. 
ear’ f 
F 
STEWART oh) aN 
wee 4 ‘aay 
WARNER at 
EEE 7 a aa 
~~ i —_ 
— a 71 rs} 
mi 
i a al P Pe? a se ao bat.. a he Spe Bb ® Eaves ee: 
eat * ‘ PS Ba, aA i. ., i" z a= area a : ~ ee ere - . ii <a q ze i 2 Las ho . fg 
eee oe a ‘ ie apn SS a. a ae ae sige: i: Sab 4 ied” 2 “SD peed Ae ‘ P uae fi iF 


— 


Any time and every time a 
the YELLOW BOX LINE is best! 


Time- tried... quality - proved 
... USer-preferred! 


In millions of offices Oakville’s Yellow 


Box Line of paper-fasteners is always 


specified as the standard of quality, 


uniformity, and full count. Office Man- 


agers simplify their buying, stream- 


line their inventory, and lower their 


handling costs by obtaining the com- 
plete assortment of Yellow Box items 
they need at one time—with one order 
—on one invoice—in one shipment. 


Best of all, 


these little time-savers 


keep workers happy, save their time! 
Standardize on the Yellow Box Line 
— the line that’s best for you! 


OAKVILLE COMPANY DIVISION 
SCOVILL MANUFACTURING COMPANY 
- Waterbury 20, Connecticut 


York * Philadelphia © Boston © Colima ©’ tai donee 
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the originals. The big question is whether to transfer 
or microfilm. 

If the decision depends upon cost, it is necessary 
to determine the retention period and compare the 
costs for the entire period. In the graph (p. 2g) it is 
assumed that microfilm is used only to save space and 
equipment; also, that it is desirable to keep the rec- 
ords in their original files for at least one year because 
of frequent reference, audits, and so on. 

From this graph you will observe that generally, 
when retention periods are three years or less, it is 
best from a cost standpoint to retain records in their 
original files and offices. When retention periods are 
from four to twelve years, it is best to transfer to low 
cost record storage warehouses, provided the records 
are referred to only occasionally. When records are to 
be retained for over twelve years it pays to microfilm 
and destroy the original records after a year or two, 
or as soon as their active reference period is over. 

Figures in the graph are based upon the actual aver- 
age cost to Socony-Vacuum Oil Co. offices in New 
York, Philadelphia, Boston, Albany, Buffalo, Chicago, 
Detroit, Milwaukee, Kansas City, and St. Louis. 
Tabulated on p. go are the figures which, of course, 
can be adjusted to the variations in each particular 
case. 

GETTING THE MOS1 


Use: There is no justification for creating or retain- 
ing records unless they are to be used for operational, 
legal, and in a few cases, historical purposes. Use 
involves handling in process, and retention for future 
reference. This should be kept to a minimum in 
order to streamline clerical operations and reduce 
costs. 

The smooth flow of clerical operations can be 
achieved best by proper application of work simplifi- 
cation techniques. Work simplification is a science in 
itself. Space does not permit vast coverage of that 
subject in this article but one or two examples will 
show where it can be applied. 

1. Reports and statistics: One large item of expense 
in many organizations is the development of reports. 
Of the three types, factual, critical, and constructive, 
the most common is the factual. In this category are 
statistical, financial, audit, and other reports which 
have as their main purpose the presentation of facts 
for various reasons, internal, governmental, tax, and 
the like. 

When reports are produced in several copies and 
distributed to different departments or executives, it is 
possible that many will be retained long after their 
initial use has passed, although, from an overall or- 
ganizational standpoint, only one may be needed. 
This adds unnecessarily to the cost, but considerable 
savings can be made by a study of all reports. 

Such a study would reduce the number of reports 
to a minimum, consolidate those containing similar 
information, indicate retention periods for the various 
copies and, by applying work simplification tech- 
niques, reduce the volume of work required to de- 
velop statistics. 

2. Books and magazines: Most organizations receive 
books, catalogs, magazines and other printed material 
daily. These, also, must be subject to a records con- 


FROM RETAINED RECORDS 
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° An EXECUTIVE Duo 


for top management 


*eeee, ooo?” All desk pedestal drawers 
*PPecccccccccccccceeere®® b 7 
Never before has the busy executive been offered so much that operate on roller earings 
is conducive to clear thinking . . . decisive action . . . and pride 
of ownership . . . as in this combination of a No. 525 Executive 

Desk (45x 84”) and matching Executive Credenza. 


This new, exclusive Executive feature of 
adjustable, roller bearings (patent applied 
for) assures easy, silent operation of ALL 
drawers, even when heavily loaded. Actually, 
loaded drawers slide in and out more easily 
than empty drawers not having this feature! 
These adjustable bearings assure ease of 
operation, longer life and full interchange- 
ability of all drawers. 


To the eye, its smooth flowing lines are quiet . . . restful. To the 
touch, its smooth, satiny finish is a constant companion of luxurious- 
ness. And to the mind, the scientific placement of every working 
tool literally gives wings to ideas... to action. The credenza 
all-purpose table provides two locked compartments, two pull-out 
shelves with wiring outlets for phone, dictating machine or intercom, 
and adjustable book shelves. 


G366900903 GUROAIIIRG, os. 


P. O. Box 1048 — Oklahoma City, Oklahoma 


Send for name of nearest dealer. 


Handipen LZ. 


q oo 
i ™ ~~ . a ‘ 
“4 hs 


a 


“ "oo 
Exclusive “Capillary” Inking 


Your office workers appreciate the convenience, and their efficiency goes 
up, too, when you equip them with famous Sengbusch Handi-pen desk sets. 
They save time and end empty-pen nuisance—one Handi-pen filling equals 
100 fountain pen fillings. Handi-pen is always accessible — always writes 
instantly 


And Handi-pen saves you money. Exclusive “Capillary Action” inking 
ends ink spoilage and waste — the last drop of ink stays fresh as the first. 

Handi-pens offer a wide variety of pen points — plain or iridium-tipped 
— for every writing style. Equip your entire office with them — and watch 
your staff do faster, better, neater work. See your stationer or write us for 
further details. 


153 SENGBUSCH BLDG. © MILWAUKEE 3, WIS. 
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SINCE 1889 


_—— 700 Jamaica Ave. Brooklyn 8, NY. a 


$45, depending on the course, plus a registration fee of $7.50. 
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trol program if costs of retention are to be kept within 
proper bounds. Libraries, for example, can grow out 
of proportion to actual needs unless plans are made 
carefully. Whether there is one central library or 
several departmental groups, their location and scope 
as well as the material and services available should 
be defined and limited to real organization needs. 

Magazines often contain many fine articles which 
are valuable long after the time of original publica- 
tion. To obtain maximum value, a system should be 
established which will enable anyone doing research 
to find needed articles quickly and, at the same time, 
to keep the cost of retention to a minimum. This may 
be accomplished in the following manner: 

a) Upon receipt of a magazine, attach a circu- 
lation list and send only to individuals con- 
cerned with particular articles. Show page num- 
bers of the specific articles opposite the individu- 
als’ names. 

b) Have readers check any article they wish 
to have retained and indicate the subject under 
which it is to be filed. 

c) Retain circulation list for three months 
after the date of the publication. After three 
months, cut out all articles specified on the cir- 
culation list and place in library or department 
“Information” file under the proper subject. 

d) Retain magazines after circulation where 
they can be seen and loaned to persons who may 
desire to read them before they are clipped and 
destroved. 

This method has the advantage of grouping all ar- 
ticles concerning a particular subject. It eliminates 
time-consuming searches through many magazines and 
does not rely upon the memory of the few persons 
who may have read them when the periodicals were 
first received. It also keeps retention costs to a mini- 
mum since it is estimated that a single file cabinet will 
hold the average number of articles clipped from 
magazines that would otherwise occupy fifty feet of 
shelving. 

The same “Information” file could be used as a cen- 
tral depository for other printed material which has 
been considered of sufficient value to retain. It should 
be handled by a person competent to prevent dupli- 
cate filings and eliminate obsolete material. 

(Next month: record protection, duplication, hous- 
ing, indexing, and reconstruction.) 


New Secretarial Studies Courses 
Open This Month at Pace College, N. Y. 

Ten college-level courses in shorthand, transcription, 
typing, and office practice will be offered by Pace College, 


225 Broadway, New York, beginning the first week in Feb- 


ruary. Each class is scheduled to meet twice weekly and con- 
tinue into late May or early June. Tuition is $15, $30, or 


New Social Security Pay Envelopes 
Offered by J. L. May Co. 

J. L. May Co., Inc., 111 W. 19th St.. New York an 
nounces the installation of new machinery for manufac- 
turing Social Security pay envelopes equipped with dupli- 
cate carbonized printed receipts. Available also, the May 
Co. reports, are special sizes and grades of pay envelopes 
upon which the purchaser’s name, or other data, can be 
imprinted. Samples and additional information may be ob 
tained by writing the manufacturers. 
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CARBONS.. RIBBONS 


aluminum 
chairs 


WHO'S WHO 


A list of users of Fine-Rest chair would read like a 
"Who's Who" of American business. These firms 
have become large and successful because they are 
shrewd and practical buyers, as well as sellers. 


Investigate the reasons for the purchase of chair- 
dom's best—and purchase Fine-Rest. 


Your Fine-Rest dealer will be glad to explain with- 
out obligation. Write for the name of your nearest 
dealer. 


“america's Standard of Business Seating” 


ALUMINUM SEATING 


17 $. CHERRY STREET * AKRON 8,OHIO 
Distiibulor ernororitan w. ¥ & EXbonT DISTHIBUTOR 
February, 1953 OFFICE MANAGEMENT AND EQUIPMENT 
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America’s finest modern line 
of steel office furniture 


Designed to match modern methods . . . in keeping with 
today’s advanced thinking... planned to fit your future! 
Skyliner’s rugged construction is hidden beneath sleek, 
simple, dignified lines but you know it’s there. . . fine 
craftsmanship down to the last detail. 

Write For Free Literature! 
Illustrated literature, catalog and com- 


plete information available on request. 
No obligation, of course! 


ORNA-METAL PRODUCTS CO. 
2412 So. Seventh St. + St. Louis 4, Mo. 


ers 


Business Forms 


CATALOG. 


You and other subscribers to “Office Management” have 
been sent a copy of our 64 page catalog illustrating in 
almost actual size 494 ready-to-use office forms ranging 
from “while-you-were-out” slips to complicated bills of 
lading. These ready-printed forms can save you most of 
the cost of expensive specially printed ones. 

You can buy these forms direct from us by mail or from 
your office supply dealer who has, or can get, the entire 
“World-Wide” line. Either way you save money. Use your 
World-Wide Catalog and order today. 


Steere 


HORDER’S, INC. 
Office Supplies ORDER 
231 $. Jefferson Street 


ue 


248 


World Famous Pencil Eraser 


Soft, pink, pliable —it actually 
cleans as it erases. Your office 

pplies are not complete with- 
out several Pink Pearls. Ask your 
stationer today for this excep- 


tional Paper-Mated Eraser! 


the Office Treasure... 


PINK PEARL 


...there’s a 


PAPER-MATED ERASER 


to fill every requirement! 


EMERALD 

For, black or colored pencil 
erasures. Efficient in use, 
excellent in results. 

VAN DYKE 

Typewriter eraser. Medium 
soft texture, for originals or 
copies. With or without brush. 


Paper-mated ‘erasers + 
are made only by 


EBERMARD 


FABER 


VAN DYKE INK 

Ink eraser. Firm, not too 
abrasive. Gentle on paper or 
tracing cloths. 

RUBY TIP 

Pencil eraser. Excellent for 
tiny corrections. Fits over end 
of all standard pencils. 
UNION 

For pencil corrections (white 
half) and typewriter & ink 
erasures (grey half). A ver- 
satile office tool. 


TRADEMARKS REG. U S. PAT. OFF. 
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Wo USE 
LOOKING 
\ OSCAR... YOu 
7/ CAN'T SEE my 
PAYCHECK 

Z, THROUGH THIS 
“OUTLOOK” 
—_—___———_ 


ENVELOPE! 


PAYCHECK “OUTLOOK” ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances for Errors 


Paycheck “Outlook” Envelopes are absolutely opaque; essen- 
tial when wages are paid by check. Nothing shows but the 
employee’s name. This improves personnel relations. 

THE N—you'll want to use “Outlook” envelopes for other 
purposes. All sizes and styles, with your choice of either 


“Outlook” En 


glassine or cellulose transparency. 


Write for samples and prices. 
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Assembly Line Mail Methods 
(From page 32) 


developed through complete cooperation and inter- 
change of information between our mail room and 
the local post office. 

A major portion of our intra-company mail travels 
by company messenger service. All plants and offices 
in the Pittsburgh district are served from two to seven 
times each day by auto or foot messengers. 

Each night, Monday through Friday, a station wag- 
on leaves the Pittsburgh General Office for Cleveland, 
Ohio, to deliver mail from Pittsburgh. Mail for Pitts- 
burgh is picked up from all company plants and ofh- 
ces in the Cleveland district, including Lorain, Ohio. 
On the return trip stops are made in Youngstown, 
Ohio, and Ellwood City, Pennsylvania, to deliver and 
pick up mail; the courier arrives back in Pittsburgh at 
7:30 A.M., completing a 300-mile circuit. This service 
has operated through snow and fog with negligible 
delays, providing positive early morning delivery of 
last-minute information. 

The same type of late departure and early arrival 
service is effected between the Pittsburgh district and 
the Chicago-Gary district by means of a railway cour- 
ier service which also operates five nights a week, 
Monday through Friday. A company messenger leaves 
Chicago each night at 10:30 P.M. on the Pennsylvania 
Railroad with four large fiber cases packed with Pitts- 
burgh-bound mail accumulated from all company lo- 
cations in the Chicago-Gary district. Another com- 
pany messenger leaves Pittsburgh each night at 11:00 


Better Performance and 
Longer Life 


For Your 
Office 
Equipment 


With An Annual 
Platen and Feed Roll 
Change 


For Best Results, Insist on 
FUTURISTIC 5-Star Platens 


2 
Manufactured and Distributed to Office Machine Dealers by 


Ames Supply Company 


Contact Your Local Typewriter Dealer 
Or Refer to Your Red Book 


Bernard F. Gimbel, president and chairman of the New 
York Convention and Visitors Bureau, and head of the 
world-famous Gimbel Brothers department store chain says: 


“New York City, the world’s capital of finance and busi- 
ness, attracts more visitors each year than some states and 
many foreign countries. This dynamic interest is stimulated 
by the enterprise and initiative of the men who organize and 
manage the many conventions and trade shows, thus pointing 
up the city’s importance to the nation’s economy. 


“An example of this enterprise is the National Business 
Show held each October, attracting more than 100,000 of 


the nation’s prominent executives and business leaders.” 
Adt 
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ACCOBIND | 
FOLDERS 


acco PRODUCTS, Inc. ‘ 
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IN THE DAYS OF SAIL 
=~ A SHIP IN DISTRESS FLEW 
ITS FLAG UPSIDE-DOWN AS A 
SIGNAL CALL FOR HELP. . 


. .. THE MOST MODERN SIGNAL 
FOR VISIBLE RECORD SYSTEMS 
IS GRAFFCO'S CELLUGRAF 

TO COMMUNICATE INFORMATION 
INSTANTLY . . . CALL FOR ACTION! 


SIGNALS 
and MAPTACKS 


GEORGE B. GRAFF CO., 


CAMBRIDGE 40, MASS. 


Step Up Office Efficiency 
with ATLAS FILES 


ATLAS DELUXE MODEL 


FOR 300 OFFSET PLATES OR 
500 STENCILS 


THE DELUXE 

is one of the many vertical filing 
cabinets manufactured by Atlas. 
Constructed of heavy gauge steel 
with ball bearing casters, locking 
stop-arms, piano hinge and separate 
hanger frame. Available in three 
sizes to accommodate the three 
widths of Atlas hangers. May be 
equipped with DSH, SH series, PSC 
series or GRIPDEX series hangers. 


ATLAS HANGERS 
Four series of Atlas hangers fill 
every vertical filing need. 
DSH Hangers for stencils. 
SH Hangers for offset plates. 


PSC Hangers for x-ray films, blue- 
prints, stencils in file folder, etc. 
GRIPDEX Hangers for group and 
specialty filing. 


WRITE FOR ILLUSTRATED LITERATURE 
ON THE COMPLETE LINE 


ATLAS STENCIL FILES CORP. 


1662 EAST 118th STREET CLEVELAND 6, OHIO 


CLASSIFIED ADVERTISING 


Rates are i5c @ word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE ae & EQUIPMENT, 212 Fifth Ave.. 
New York 10, N. 


Employment Service 


SALARIED POSITIONS, $3,500-$35,000. If you are considering a 
new connection, communicate with the undersigned. We offer the 
original personal employment service (39 years recognized standing and 
reputation). The procedure of highest ethical standards is individualized 
to your personal requirements and develops overtures without initiative 
on your part. Your identity is covered and present position protected. 


Write for particulars R. W. Bixby, Inc., 292 Dun Bldg., Buffalo 2, N 2 
QUALIFIED “MEN ‘whose earnings have been $3,000 and up. This 
confidential exchange, now in its 19th year of service to high-grade 
men, specializes in individual personal service in opening contacts and 
negotiating for satisfactory salaried positions. Eugene L. Williams, 
2220 West Grace St., Richmond, Va 


For Sale and to Buy, Used Equipment 


WANTED ALL TYPES Office Machines, Filing theseeines Furniture, 
Kardex, Acme Postindex Will pay more than trade-in allowances. 
Write, Wire, Phone CAnal 6-2054. National Office Equipment Co., 
498 Broadway, N. Y. 


WANTED —ADDRESSOGRAPHS, MULTILITHS, VARITYPERS, 


Mimeographers, Postal Meters, Folding Machine, Calculators. Adding 
Machines, etc We Pay top prices Write immediately Northway 
Distributors, 2621 Ist Ave., Seattle, Wash. 


ACME, GLOBE-WERNICKE, 
Visible Cabinets, wood and steel. Addressograph Cabinets and Trays, 
Ledger Trays, steel and insulated. Reconditioned first-class. Special 
prices to dealers. We also buy this equipment. U niversal Office Equip 
ment Co., Inc., 7 Waverly lace, New York, Y. GRamercy 3-3741 


\ VISIBL E “EOU IP ‘MENT bought ‘and sold and exchanged 
in rebuilt Kardex, Acme, Globe-Wernicke 
cabinets, as well as other makes All our equipment is fully rec« — 
tioned and guaranteed. Please write and tell us what equipment you 
need or have for sale Heineman Office Equipment Co., O. M. 4 N 
Sth St., St. Louis, Mo 


Ki \RDEX, Yawman & Erbe, “Rend 


We specialize 
and Yawman & Erbe visible 


Position 7 anted 


COMMERCIAL ARTIST AVAILABLE for 
salary basis. Experienced in preparation and follow-through on 
ing, direct mail, house organs, booklets, reports, letterheads, 
jackets, charts and display setups. Handles visuals, 
type-fitting Finished art for offset or letter-press 
New York metropolitan area. O. M. 139 


INFORMATION 
SERVICE 


Free to Subscribers 


lance or 
advertis 
maps, book 
layout, paste-up. 
printing Prefer 


office work, free 


The Subscriber's Information Department will 4 
supply you with any information you require 
regarding the source of supply of any office 
equipment, systems. services or supplies. 


Write us whenever you are interested in Jearn- . 
ing the source of any particular office service, 
article of brand name and we will endeavor 
to promptly advise you where it can be located. 


OFFICE MANAGEMENT 
and EQUIPMENT 


The Magazine for Office Executives 
212 FIFTHAVENUE NEW YORK 10,N. Y. 


OFFICE MANAGEMENT 


AND EQUIPMENT 1953 


February, 
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P.M. on the Pennsylvania Railroad with four similar 
cases packed with mail accumulated from all company 
locations in Pittsburgh bound for the Chicago-Gary 
district. The messengers meet at Crestline, Ohio, a 
railway division point roughly midway between Pitts- 
burgh and Chicago, exchange mail cases and return to 
their respective cities. This service provides early 
morning delivery for all locations served. 

All of our messenger service is and must be pro- 
vided by regular salaried employees in order to con- 
form with government regulations on mail transpor- 
tation. 

Registered and insured mail is handled by a female 
clerk at a special desk. All incoming post ofhce regis- 
tered and insured mail is signed for and accepted by 
the Central Mail Room and then re-registered on our 
own internal registry system in order to provide a posi- 
tive trace of all such material to the addressee. This 
internal registry service is available to all departments 
sending material via any of Our messenger trips. 

All of our desks, files, sorting tables, cases, etc. are 
steel, and many pieces of equipment are custom built 
to our specifications. The sorting tables are 3x5- 
inches with stainless steel tops 36 inches high. Part of 
our sorting cases are in units of 16 bins, each measur- 
ing 12x12-inches, with hinged backs so that material 
may be removed without interrupting the sorting op- 
eration. Other cases are in units of 30 bins, each 
12x6-inches in size. All tables and cases may be 
clipped together to form multiple units as conditions 
may warrant. We use one high speed Pitney-Bowes 
C.V.S. and two R. F. postage metering machines, 
which consume an average of $11,000 in postage per 
month. A Gerrard B.S.M. twine sealing machine is 
used to tie out letters and flats for the post office. Two 
personnel registers are maintained’ from information 
provided by the Personnel Division. One lists alpha- 
betically the 3,500 employees of United States Steel in 
the 525 William Penn Place Building in Pittsburgh, 
and the other lists management employees and their 
addresses throughout the United States Steel Corp. 

Although we feel that we have a modern efficient 
plant tor handling the mail communications of the 
general ofhces of the company, we are constantly 
searching for methods to improve that service. 


Wallace Clark Center for International 
Management Opens at NYU 


New York University widens its teaching and research 
programs in international management this year with the 
opening of the Wallace Clark Center for International 
Management. Establishment of the center, the gift of Mrs. 
Clark, was announced recently by Dr. Henry T. Heald, 
chancellor of the university. 

Located in NYU's School of Commerce at Washington 
Square, the new center will include facilities for seminars 
and conferences, and will house the management library, 
foreign reports, and other records acquired prior to World 
War II by the late Wallace Clark. 

Mr. Clark, who at one time taught at NYU, opened his 
own management firm in 1920. Wallace Clark & Co. Inc. 
ultimately became international in scope, with offices in 
New York, London, and Paris. Mrs. Clark was her hus- 
band’s partner for nearly 30 years, up to his death in 1948. 
She continued with the firm until her retirement last year; 
she will now devote her time to the new NYU center. 
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“NUTYPE” 


NON-INFLAMMABLE 
Typewriter Type Cleaner 


Used by thousands for over 30 
years. Just apply dauber and the 
ink is gone. Dries instantly. 

60c and $1.00 size bottles 


Liberal discount on dozen orders. 
Very liberal discount on gross ord- 
ers. We will pay the cost of ship- 
ping to you anywhere in the 
U. 5S. A. 


WALTER G. GIES CO. 


Crownsville Maryland 


FOR ALL TRAVELERS 


by train, bus, plane or automobile, 
whether for pleasure, on private 
business or government service, 


BEACH'S 
“Common Sense” 
Expense Books and Sheets 


are best for keeping track of ex- 
pense. There is a Personal Expense 
Book, too, for records at home. 


Beach Publishing Co. 
7338 Woodward Ave., Detroit 2, Mich. 


THE 
HANGING FOLDER 
WITH 
ADJUSTABLE 
METAL TAB 


wile.O fabian 


*T. M. Reg. 


Your “filing and finding” problems disappear when 
you use Guide-O-folders in your active files. Not 
only do you save both time and money but you 
remove the drudgery from the filing department 
and make it a pleasant place to work. 
You will appreciate the speed and accuracy with 
which your records are filed and kept instantly 
available for reference. Your clerks will appreciate 
the ease and accuracy because all the tugging and 
ulling of ordinary folders is eliminated. Guide-O- 
Slaeee just glide back and forth on their steel 
frames with finger tip ease. 


Ask your local stationer or office ~~ dealer 
to show you how Guide-O-folders will solve your 
filing and finding problems. 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 
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In Mexico mistakes just GO! The Mexican way is the easiest 
way, the American way, the world’s-best way, the Weldon 
Roberts way, of correcting handwriting and typewriting mistakes 
in any language! 


Smart users everywhere pick Weldon Roberts Erasers for ihese 
biggest advantages: Absolute quality, dependability, uniformity 
—plus biggest selection of exactly- 
suited sizes, shapes and textures for 
specific erasing uses. 


Refresh your memory NOW on all the 
advantages of Weldon Roberts Erasers. 
Ask your dealer. 


Ensemble 930. 
Se in Newark, USA. 


930 ENSEMBLE (Pink & Gray 
Rubber) a combination eraser 
that does most everything. 
Handy, bias-beveled shape. 
Soft, pink pencil rubber joined 
to soft, gray ink eraser. For 
ink, pencil and crayon erasing. 


399 TRI-PLY—The original, su- 
perior, 3-layer eraser for typists. Two 
outer plies of red pencil-rubber, 
for smooth, clean erasures on origi- 
nals and carbon copies, center ply 
of soft gray ink-eraser for a single 
letter or a complete line. 


WELDON ROBERTS RUBBER CO. 
6th Ave. & No. 13th St. Newark 7, N. J. 


W orld’s Foremost Eraser Specialists 
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Faster, Easier Filing in 


pwr Tl0 


oo With Kock a File 


Modern filing, made possible by Rock-a-File’s 
revolutionary side-opening compartments, is faster 
and more efficient because each compartment 
“rocks” open to make its entire contents instantly AIA dl 

. - Aw typical vau' 
accessible. More than that, Rock-a-File actually serena telat 
requires less floor space than old-fashioned drawer- rs 4-compartment and 
type files! ss 2-compartment 
‘ . . ° . Seg Rock-a-Files in tiers. 

Rock-a-File compartments project less than eight 
inches when open, “rock’’ open and shut effort- 
lessly, and permit two or more persons to use the 
same file cabinet simultaneously. Alcoves, corri- 
dors, small corners and many other hitherto im- A 2-compartment Rock- 
practical locations become ideal filing space with “i wets office use. 
~e io 4 
Rock-a-File. ap annt ee ee oo 
° ° ‘ _ NO need for user to rise; 
And Rock-a-File is safe, too... gravity center ivst swing around in chair 
remains always within the cabinet; no danger of 
toppling, even with lower compartments empty. 


See your dealer or write for a descrip- For information, address Dept. O 
tive folder and name of nearest dealer 


today ... learn how Rock-a-File can | ROCKWELL- BARNES COMPANY 


save filing time, costs and space in 


your business. 35 East Wacker Drive * Chicago 1, Ill. 
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... for this “’“so-easy-to-operate”’ 


Underwood Sundstrand 
10-Key Adding-Figuring Machine! 


The Underwood Sundstrand 10-Key Adding- 
Figuring Machine bears a proud name... 

... because it represents more than 35 years 
of the kind of service you want... uninter- 
rupted service!! 

It has the famous and original Sundstrand 
10-key Touch Method Keyboard that enables an 
operator to give you figure-facts right where you 
want them...right when you want them! 

And speaking of figures...here’s one you're 
sure to like! It’s the low figure on the price tag 
of this dependable adding-figuring machine. 

This machine operates smooth as silk! Easy 
to learn, too. The 10 numeral keys are arranged 


under the finger tips of one hand. No need to 
look from copy to keys...and back to copy. No 
disturbing, tiring headswing. And keys are formed 
to fit finger tips for increased keyboard accuracy. 


Ask your local Underwood Representative for 
a complete demonstration of this time- and 
money-saving machine...right in your own office 
...on your own work. 


Copyright—UNDERWOOD CORPORATION 


Underwood Corporation 
Adding Machines - Accounting Machines - Typewriters 
Carbon Paper - Ribbons 
One Park Avenue, New York 16, N. Y. 
Underwood Limited, Toronto 1, Canada 
Sales and Service Everywhere 


The Original 
Teuch Methed 
Keyboard 


UNDERWOOD 
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